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‘ ‘““‘DURABLE AS A KANGAROO’S POUCH’ a 
a QUALITY PARK ENV. CO 
cay FOR LONG WEAR 
ca 
1556-C 
“ s ~ ” Here you will find a style and size to fit all 
oe requirements. Bulky correspondence contracts 
: and legal files hold no fears for these durable 1514-C 
5. reinforced Leatheroid Pockets. They are con- 
: structed to stand erect in files, withstand hard 
usage and last for years. 
| Made in letter and legal sizes in all expan- 
Be. 8 sions. 
a Special sizes made to order. 1514C-AC 
Send for samples. 
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FINEST EXECUTIVE CORRESPONDENCE .. . 
CLEAR, SPARKLING RECORDS 
At Moderate Cost! 


Through the ages, the clear cut beauty of Classic art 
NN 4 has been preserved unchanged as an impressive, lasting 
W/, record. Today the same dignity, clarity and permanence 


are reflected in modern business writing through Classic Typewriter 
Ribbons. 


Classic Ribbons are made possible by a matchless combination of sheer 
yet sturdy ribbon fabric and a uniform “free-flow” ink film. Thus in one 
ribbon you are assured of: 


SHARP, FRESH, 

BEAUTIFUL IMPRESSIONS 
No smear, smudge or “spread” 
EXTRA-LONG WRITING LIFE 

OUTSTANDING RIBBON 

ECONOMY 


Classic Ribbons are made 
in accordance with Col- 
umbia’s well known tra- 


dition of quality. 


Secure writing samples and prices from 
your regular dealer or from the Columbia 
office nearest you. 


COLUMBIA RIBBON & CARBON MANUFACTURING COMPANY, 
Main Office and Factory—Glen Cove, L. I., N. Y. 


Branches 
58-64 West 40th Street, New 327 South La Salle Street, 227 East Michigan Street, 
York City Chicago, Ill. Milwaukee, Wis. 
204 Dwight Building, Kansas 155 West Congress Street, 200 Plymouth Building, Minne- 
City, Mo. Detroit, Mich. apolis, Minn. 
107 Union Street, Nashville, 1508 Fox Building, Philadel- 208 Standard Life Building, 
Tenn. phia, Penna. Pittsburgh, Penna. 


205 East 6th Street, Cincinnati, Ohio. (Harris-Moers Company) 
Also—London, England; Sydney, Australia 
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For Purchasing Agents, Controllers, Office Managers 
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MAKES PENCIL LINES OPAQUE FOR IMMEDIATE DELIVERY 


Fine tracing media and sensitized se 
White-X drawings are easy on the eyes because the for ihertonds rset sate 


ultra-transparent velvety white surface has exactly the Atlanta-JACK. 2121 Los Angeles MUT. 2341 
right tooth to get the most out of hard pencils. You get Birmingham-3-8183  Memphis-8-6796 
jet black lines—opaque lines. Yet White-X erases Boston-BERTY 4690 — Milwaukee-MARQ. 7246 


Ponape Fo td BuffaloCLEVE. 0370 New Orleans RAY. 0331 
easily without ghosts—its high gloss back repels dust Giuptt tan Mor Selene 


and it’s moisture resistant both sides. Glass-like trans- Cincinnati-MAIN 2664 Oklahoma City-3-6306 
parency makes drawings print etching-sharp. White-X Cleveland-CHE. 7347 Omaha-ATLANTIC 7890 
has cloth durability—it’s a pleasure to work on—and Columbus-MAIN 3420 Philadelphia OM. 7044 


ag : DallasRIVERSIDE 4403 Pittsburgh-ATL. 3350 
to print from. That is why it is one of today’s most DeyeomADAMS 9174 Portland ATWATER 0688 


popular new Post products. Denver-MAIN 5161 St. Louis CHESTNUT 0688 
Detroit RAN. 8483 

Ft. Wayne-ANT'Y 4142 

Fort Worth-3-3244 

Hollywd-GRANITE 4188 

HoustonCAPITOL 1233 Tampa-M-8377 
Indianapolis- MKT. 4466 Toledo-ADAMS 7224 
a ' } Jacksonville-5-2166 Tulsa-3-0168 

, . Kans. City-VICTR 7881 Washington-NATL. 4063 


: Knoxville3-4944 Wichita-2-2722 
- — = - ,* or by mail or phone to our Chicago office. 


Bie 
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~w 
am your other office. 
|] am another department ready to serve your company, but 
: you don't have to supervise OF include this department in your 
pleyees pay checks. 


rent or em 
| am serving you with time-saving devices. efficiency methods. 


and every-day conveniences. 
1 keep @ large stock of items needed in your office and plant 
y to tax your i 


so you need not keep 4 big suppl 


nventory and 


overhead. 
aily work, short cuts to 


ments in your d 
rofits, multiply your 


] suggest improve 
hods, machines that add your P 
subtract your expenses. 


quicker met 


messages, divide your work and 


as responsive 


wenient to you as your telephone. 


] am as col 
ne and as friendly as your best 


as your own dictapho salesman. 
your stock 


business. 1 am your assistant, 


Your business is my 
. your other office. 


clerk, office manager, secretary - - 


| am, 
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HE year 1943 promises to be the grimmest, hardest 
year this country has ever faced. Every effort, and 
every dollar of national income not absolutely needed 
for existence, should go into war work and War Bonds. 


In the Pay Roll Savings Plan, America finds a potent 
weapon for the winning of the war—and one of the 
soundest guarantees of the preservation of the Amer- 
ican way of life! 

Today about 30,000,000 wage earners, in 175,000 
plants, are buying War Bonds at the rate of nearly half 
a billion dollars a month. Great as this sum is, it is not 
enough! For the more dollars made available now, the 
fewer the lives laid down on the bloody roads to Berlin 
and Tokio! 

You’ve undoubtedly got a Pay Roll Savings Plan in 
your own plant. But how long is it since you last checked 
up on its progress? If it now shows only about 10% of the 
gross payroll going into War Bonds, it needs jacking up! 

This is a continuing effort—and it needs continual at- 


tention and continual stimulation to get fullest results. 


You can well afford to give this matter your close 
personal attention! The actual case histories of thou- 
sands of plants prove that the successful working out of 
a Pay Roll Savings Plan gives labor and management a 
common interest that almost inevitably results in better 
mutual understanding and better labor relations. 


Minor misunderstandings and wage disputes become 
fewer. Production usually increases, and company spirit 
soars. And it goes without saying that workers with sub- 
stantial savings are usually far more satisfied and more 
dependable. 


And one thing more, these War Bonds are not only 
going to help win the war, they are also going to do much 
to close the dangerous inflationary gap, and help prevent 
post-war depression. The time and effort you now put in 
in selling War Bonds and teaching your workers to save, 
rather than to spend, will be richly repaid many times 
over—now and when the war is won. 


You've done your bit i Now do your best! 


This space is a contribution to victory today and sound business tomorrow by GEYER PUBLICATIONS. 


6 OFFICE EQUIPMENT DIGEST June, 194% 
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eres laboratory proof 


how Quink with solv-x safeguards pens 


~ 


BRAND 1 BRAND 2 


PROLONG THE LIFE OF YOUR 
OFFICE PENS ... REDUCE COSTS... 
USE PARKER QUINK WITH SOLV-X! 


JDAY—with pen production drastically curtailed and 

even repair parts scarce— Parker Quink with solv-x fills 
a vital need. For solv-x eliminates the cause of most pen 
failures ... gives pens wartime protection. Quink is the 
only ink with solv-x, which ends gumming and clogging . . . 
safeguards metal and rubber parts from corrosion and 
deterioration caused by highly acid inks. 

Your office and counter fountain pens, and steel pens, 
too, will last longer, function far better with protective 
Parker Quink. Smooth-writing, brilliant Quink flows 
evenly—speeds every writing assignment. Order Quink 
today. The Parker Pen Company, Janesville, Wis.. and 
Toronto, Canada. 


Copr. 1943, The Parker Pen Company 


June, 1943 


PARKER Quek 


THE ONLY INK CONTAINING PEN-PROTECTING SOLV-X 


FOR V---— MAIL “Micro-film Black” New Parker 
Quink in “Micro-film Black” photographs perfectly. Quink comes in 
7 permanent colors: Micro-film Black, Blue-Black, Royal Blue, Green, 
} jolet, Brown, Red. 2 washable colors: Black, Blue. 15¢, 25¢ and up. 
<(lso available in quarts and pints. 


BRAND3 BRAND4 BRAND 5 


a 
PARKER 


PROOF! Here’s how different 
inks react on metal. Ordinary 
steel pen points such as used 
in your own office, were sus- 
pended by threads in bottles 
containing Parker Quink, and 
5 competitive inks. Within a 
few days, the steel points im- 
mersed in the other inks 2, 
3, 4 and 5 had disappeared 
completely .. . dissolved by 
the corrosive effect of these 
inferior inks! After the same 
period, the steel point im- 
mersed in Quink remained 
whole and suitable for use. 
THE REASON: SOLV-X. 


SOLV-X in every bottle of Quink 


protects pens in 5 ways! 


OFFICE EQUIPMENT DIGEST 


Protects rubber . 


. . lengthens the life 


of sac or diaphragm. 


Dissolves sediment and gum left by other 
inks. Cleans your pen as it writes. 


Prevents clogging of feed. 


Safeguards base metal parts . . . prevents 


corrosion. 


Assures quick starting and even flow at 


all times. 


For Purchasing Agents, Controllers, Office Managers 
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Vie Pe ts 
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Steel Fasteners 


Are Frozen 
. a 


PRODUCTS, Inc. 


39th Ave. & 24th St. 


LONG ISLAND CITY, N. Y. 
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GOV Nis pk Pay asys 


With no more new 
typewriters to 
work with for the 
duration <= typ- 
ists need Knifedge 
erasers more than 
ever ! 


A blade-thin 
eraser! Cleanly 
removes a single 
letter, a thin line 
or a misplaced 
commae Once a typist 

has tested Ticonder- 
oga's exclusive 
Knifedge eraser, you 
couldn't pry her away 
from it! You, your- 
self, will be amazed 
at how neatly, impec- 
cably this eraser 
removes the most incon= 
venient errors. 


Give your entire staff 
smoother writing, long- 
er lasting Ticonderoga 
pencils tipped with 
Knifedge erasers. Cut 
writing fatigue 50%, get 
topnotch efficiency from 
everyone ! 


*NOW BACK ON THE MARKET 
IN ADEQUATE QUANTITIES. 


A fine 


Ponaritam 
Ptnck with a fone 
Aprnoricane nome. .- 


TICONDEROGA 


Joseph Dixon Crucible Co., Dept. 53-46, Jersey City, N. J. 
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STEEL HAS GONE TO WAR! 


Automatic Pencil Sharpeners will be back. 


Right now, there’s another job. Their plant is very 
busy making precision Ammunition . . . lots of it! 
That Ammunition must be “just so”... every 
projectile perfectly formed to very accurate speci- 
fications. American lives can depend on one cer- 
tain piece of Ammunition flying straight and true 
to the mark! 

That’s why Automatic Pencil Sharpeners 
cannot be manufactured now ... but they will be 
back. They will be the same fine Sharpeners as 
always .. . leaders in precision quality . . . in long- 


life service . . . in doing their own particular job 
efficiently! 


r 


PENCIL SHARPENERS 
will be back 


_* 
=(QaBN 
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t TIFFANY — 


Waltoriatly FUSE-TEX - 


are buying 


NATIONAL’S 
COLORED 
PENCILS 


FUSE-TEX 


PROCESSED 


LEADS 


FOR 
STRONGER 
POINTS 


PROMPT 
DELIVERIES 


Write Today For 
Samples And Prices 


NATIONAL PENCIL COMPANY 


220 FIFTH AVENUE, NEW YORK, N.Y. 
FACTORY: SHELBYVILLE, TENN. 


7 & Quality 


QUALIFIES 
IN WAR JOBS 


C TYPEWRITER 
RIBBONS 
mh 


build a reputation for quality among sec- 
retaries and typists who really care for 
consistently clear, sharp letters. 


Codo- 


CARBON 
PAPERS 


High rated _ business 
men demand clean typ 
ing, sharp, black impres 
sions from start to finish. 

Our new Super-Treated, 
Super Kote and Keen 
Rite Typewriter Carbons 
produce these results. 

Each box contains one 
of our famous (Patented) 
Carbon Gripper backing 
sheets. 

Codo makes carbon pa 
per for every copying 
purpose and guarantees it 
against deterioration for 
five years. Full details 
are yours for the asking. 


Codo manufactures spirit and gelatine process carbons 
of high quality. 


MANUFACTURING CORP. 
O uae a 


529 South Franklin St., 270 Lafayette St., 
Chicago New York 


Factory: Coraopolis, Pa. 
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STANDARDS OF VALUE. 
Wood Files, Desks, Tables * ~* 


A change in basic materials... from metal to 
wood... but not in the performance expected 
of GF Files, Desks and Tables. + Skillful design 
upon principles proven efficient in office 
operation, has been and continues to be in GF 
business equipment. This “know how” charac- 
terizes GF office furniture, and translates tradi- 
tional quality into Wood Files, Desks and 
Tables. * The standards of value... established 
over the years in metal... continue to be the 


standards in Wood Files, Desks and Tables. 
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THE PENCILS WITH — 
Carbo-lbell STRENGTH 


SEMI-HEX Office 
Pencils—5 Degrees 


SEMI-HEX THIN 
Colored Insoluble 
Crayons 


Pn 
ce 


= KIM-BER-LY THIN 
a Colored Indelible 

: Crayons 

e KIM-BER-LY Drawing 
a 17 Degrees 


FINDING and Filing Quickly, 
Surely, Safely, is a vital part of 
our “war of production” ... and 
growing in importance every day. 
Wabash Supplies and Filing Systems 
make record keeping easier. 


THE WABASH CABINET CO. 
WABASH, INDIANA 


Mail the Coupon Below 


CLIP AND ATTACH TO LETTERHEAD 
= 


eee) r 4 ‘ oma 
THE WABASH CABINET COMPANY a | ; ‘ 
| 120 E. Water Street, Wabash, Indiana 


Please send me a copy of “The Five Basic Methods of l Wakes. of June Yirctle Attueé SECF 


I Filing," which explains various filing methods and gives 


PNB LARD co Pe 


ae ' General Pencil Company 
My Dealer J JERSEY CITY © NEW JERSEY 
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SECTION 


SECTION 
IT GROWS 


with the record 


NEW - VICTOR WOOD 
SECTIONAL VISIBLE 


BY 


Slides are light (2!4 Ib.) 
smoothly finished 


RECORD EQUIPMENT 


Equipped with the 
famous Victor‘ Easy- 
Shift’ flexible lug 
pockets—add or re- 
move a record any- 
where—no stops or 
locks to slow you 
down. 


Victor's simple sig- 
nalling saves execu- 
tive time—clear 
protected indexing 
saves posting time— 
increases accuracy. 


Write for literature today. 


THE VICTOR SAFE & EQUIPMENT CO., INC. 


CONSUMER-APPROVED PRODUCTS SOLD ONLY THROUGH DEALERS 


NORTH TONAWANDA, 


NEW YORK 
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Speed 
in Filing 
wend Finding 


Filing departments demand 
peak efficiency today. Fast 
and accurate filing and find- 
ing with records are important 
for proper co-ordination of 
management and control. 
Speed your efforts by using 
this superior type of magni- 
fied index control. 


BARKLEY 2412 TAB INDEXES 


Molded of a durable plastic 
they are designed to give 
magnified plus angled visibil- 
ity. Index tabs are visible the 
full drawer length. No stoop- 
ing or craning to locate the 
desired record. Smooth con- 
toured surfaces prevent pos- 
sible injury to records or oper- 
ator. Furnished in six crystal 
cleor colors in four tab sizes. 


Send for samples and 
additional information. 


i 


Manufacturers of Filing Supplies 


S. JEFFERSON STREET CHICAGO, ILL. 


PEACE! 


will come sooner because we sacrifice harder 
now. Many FOUNT-O-INK writing sets are 
working every day in the armed forces and 
in war industry, helping to speed the day of 
victory. 


Because of restricted production to conserve 
strategic materials and to release manpower; 
and because of the constant demand for 
FOUNT-O-INK writing sets in the war effort, 
there will not be enough FOUNT-O-INK writ- 
ing sets to go around this year. Available 
stock will be apportioned, based on past 
purchases. 


We believe the supplies of FOUNT-O-INK 
replacement pen points will be sufficient to 
meet the reasonable needs for repair and 
maintenance of all FOUNT-O-INK writing sets. 


There is no restriction on ink. Your FOUNT- 
O-INK refills are an important item. FOUNT- 
O-INK is the natural “V” mail writing set. 


Dress up your desks by specifying FOUNT- 
O-INK writing sets with 14K solid gold points. 
FOUNT-O-INK writing sets are the quality 
line that particular people are proud to own. 


GREGORY FOUNT-0-INK COMPANY 


Los Angeles, California 


BUY LOTS OF BONDS...LET’S GET IT OVER! 


ee 
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Irs no idle fancy that Luftwaffe officers are 
working overtime to figure out a system for 
beating the Boeing Flying Fortress. The Nazis 
are a resourceful enemy . . . but the scores of 
high-altitude battles over Germany have not 
been in their favor. 


The “‘Fort’s” top turret—a formidable de- 
fensive weapon, to say the least—is an impor- 
tant reason why. Ideally located to keep div- 
ing fighter planes from getting in close, it’s 
equipped with special sights and two syn- 
chronized 50-calibre machine guns that have 
knocked out more Messerschmitts and Focke- 
Wulfs than German communiques admit. 


To whirl the turret in any direction, the gun- 


Watch that top turret!” 


ner just nudges an automatic power control. 
And if his own wings should get in the way, 
there’s a cut-off control that holds his fire the 
instant they slip past the sights. 


* * * * * 


> One of the keystones of the gunner’s success 
is the skill of the men and women who build 
his equipment. 

> Victor workers—with years of experience in 
the closest precision work—are specializing, 
these days, in the kind of firepower our fliers 
need to win. Many of the parts they’re turning 
out in quantity must be perfect to one-tenth the 
thickness of a human hair. Evidence enough, 
isn’t it, that they’re doing a great war job? 


VICTOR ADDING MACHINE CO. 


Conserve your adding machines by having them 
inspected and cleaned at regular intervals 
by your local Victor dealer or factory branch. 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 


SS oe Sl  —- Reel ee eee eee ae ea 
i a ee 8 i ee eee Te a2 ))- alee ee re 6 ; S 
mit 
: ig 
g 
Ls 
gre x me Seine es a — . 3 , — _— a ng : en wine — a a a Shall x 
: er te » oo = - 2 Seen - eo a 
og ei: ei ee | ee ae cet Sa : 
: ee a ee ee a 4 ‘ ’ ao a 
oe ae SS ae ee ee aa x 
. an Pei pga ere a — lo . oe F i 
‘So: eee : 4 Z Bei . ee hee Pe > Fe Me 
: ; : Bee ak Behe Gee ec oer pS ; 
(. yearns Be te Cutie ao ss ‘ a 
eee f- an » = Pe. _ : 
‘ Ee 58 Oe nS gaia mes : : 
or te cs aa i . tied coe 
hs 2 IMM site ii f aot, c \ 
pe ee : ‘eee 2 
; " PU Es 4 fi % “i i * j 
: a ’ ot ae Pic s “ oo aks ms wl ; A 
. Bee. % ae i... . — ———— ll Ra: 1g ; ‘ 
aa ie , GO ae Re . Os 5 a o , eas iy, Pe : j ey x 
f 4 Pe ik “_ a esi f ae j 4 a A 
oS pm ” . ie: ‘th. — - ‘ 
a " in. = ~ 2 a ts 
_ i ee oe ies , 2 ee ae 
4 PES i 2 an a 7 ! i ‘ 
. ies,’ ee OM ae " as 8 ‘ an . ry | é ‘i 
oe ie : bate er ek Ua IO 5 : ™ 8 ; .F 
Shae Ss La eg . Tae ~ bl ’ 
rs a ae ae af bi ei , sas ite 
ay 4 pea 7 a 2 5 i oe ,. fee P ye € . ® y ' 
_ = 4 . ae ae 43 2 a PS rege . oat 
ae a =~ . teas. kg a Fe ee 4 od ¥ ps 
a * ' ” Z ee ae es ; 
i. “eo : hs ‘ NS oe ae : ‘ 4 . , ey 
an <a ® al i. Aiy | 
1 a | « s Ki of ’ ™ 2 Pine > : : x 
7, ee, — | i ii i” . 
% —. . % ——- |. 4 ae ‘ 7. 
La i, rf . ee x , SS ‘ : 
ou i ee i et Sa iii 2 Layee | > 
= : Meee . Re nae >: ao tae ‘aller : 
> yes =i — ee a xi. ‘ om .7 a eee é — 5 
f a —S i a a fe Se a ss ; Re 
aes ; wi eee - —_— * ee cae 
; j | Pee Boe . tigi as ae ‘ : 
Z  . - a) eee. ee I Ke ; iy 
—  ———_ —— 8€=63)6)—h : : & 
ES ee ; ae Th Tg ae ee ee es a: ! meme. d ; 7 ae 
Re le f 
i ie ee f & % aie Ce eS e a a Re a = Be ara es ¥ 
ag a a ie a: eS a Be hea a Tee ; 
— . a YS ie ee ies ooo 2 ———e" 
a an. 2 i yo oes es he [a a foe 
a ee 7 +. eS ae <3 faa ere. : 
ee eS Boy J 1 oS oe em ae oT. ae i ee ‘ : "4 
a i f — Da > : i ee ‘ oy 
tee ae : wa a a fe “* nite m ' A cue ete 
Ly : — ee a itis ace —": a 
a ag é ; in TiO nat Be a 
alee i ——— , | 
_ @g ke » » Bee : tet 
, : 4 ' ie ‘ pe ie <* e ig ’ 
. & vag se 2 bs at 
; _ * Lh SAIS o f 
Se i i we 
. é S 1 : : 
— y 
‘ i i 
: : = 
a : 
ee — 
ee | 
' | ; 
— 
ff ; 
‘i i i 
7 a 
' pe 
j 
{ ‘ 
! 
i. 
i 
1 
F ; 


ro, Sigil a Eaie pi 


PROTECTION FOR 
REFERENCE DATA 


To give reference data full protection against 
soiling and tearing, and yet provide perfect 
visibility, use AICO Sheet Protectors, Card 
Holders and Shop Ticket Holders. 


It will pay in better legibility and elimina- 


“ tion of errors to provide this protection for 
oS all date sheets, drawings, pass cards that 
are used at frequent intervals. Send for 
T w w the Aigner Sales Promotion Unit J for com- 
e “good old days plete. details 
h ight mY 
are nere rig now VICTORY SHEET 
+ PROTECTORS 
te ' 
* or en a users A new item, that can be 
sold without priorities, 
: made to provide protec- 
ye tion for 81/;"x11” sheets 
ca ‘ Here are established Sengbusch items — that you've depended oe ae wei 
¥ on for years — available today in standard Sengbusch quality. cellulose, with double 
flap at ring side for 
True, steel for the famous Kleradesk (proc- | added strength. 
p essed prior to Order M-126) is now gone. Each sheet provided 
But the good-looking, equally efficient with black and white 
"ge Steeless Kleradesk has been universally ac- | aoe ys Ba 
* cepted in its place. The glass Handi-pen warp or crack. 
« : set is going strong. And there is now | 
7 Gta: Mendiene Su available a supply of the popular Ideal | SHOP TICKET 
a0 ’ fives k  Moistener, both Seni i : 
Gives your desk ois ee ) enior and wwe models HOLDERS 
- ‘ faction of Handi-pen Standardize on these Sengbusch items. Or- | 
ay writing. der wed ; : Double faced, with visibility 
ae. hs er today from your stationer. | font and back, this new AICO 
a. . Product will prove of excep- 
% tional interest to all factories. 
Made with extra heavy cellu- 
;- loid back for added strength, 
a bound with imitation leather 
. 2 sewn binding, with a hole at 
es top. Oil and grease resisting. 
; it protects valuable shop draw- 
itd ings and records in the factory. 
hi Write for complete AICO Sectionalized Sales Promotion 


Catalog. To comply with Reg. M-154 we must know the 
end use of all cellulose products. Priority ratings are Te 
quired, except for V-13 Victory Sheet Protectors. 


AICO-GRIP TABBING 
lJ LOOSE LEAF INDEXES 
ROD DESK PADS and 
ACCESSORIES 
SHOP TICKET 


ao. ae 


IDEAL MOISTENER 
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503 S. JEFFERSON ST., CHICAGO, ILL 
WORLD'S LEADING MANUFACTURERS OF INDEXES AND INDEX TABBING 
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lca ITEM TODAY 


A. W. FABER 


coom BLACK INK PENCIL 


Multiply the men overseas in the Armed Forces 
by all their friends and relatives and you begin 
to get some idea of the tremendous market for 


A. W. Faber’s V . . . — Mail Black Ink Pencil. 
It can't clog in Africa or freeze in Alaska. Con- 
venient for every climate—ready for instant use 
—it gives a clear INDELIBLE impression that pro- 
duces V . . . — Mail that you can read without 
going blind. Ordinary commercial pencils are 
not in the same class. Ask the A W. Faber field 
representative to show you the comparative tests. 


Feature the striking Self-dispensing Display (holds 
24 pencils) right up front on your counter and the 
pencils will sell themselves. Send in your order 
today for the ‘‘hottest’’ item in stationery! 


Also beautifully boxed by dozens for overseas 
mailing. 


A.W. FABER, | sivis) 


June, 1943 
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MICHIGAN’S 


Posture Swivel Chairs 


% No. C-128-U Chair shown above is available in 
Walnut, Mahogany or Oak Finish for immediate 
shipment. 


% Sturdily built, upholstered seat and back rest. 


% Priced to enable you to economically install these 
chairs for comfort and efficiency of your office staff. 
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Git: Shucks, there’s no magic about that. Anyone can use one sheet of this 
carbon paper up to 60 times! 


MAGICIAN: But don’t the copies get blurred, and hard to read? 


Girt: Not at all! You see, I’m using Roytype’s Park Avenue carbon paper, made 
by the Royal Typewriter Company. And one sheet of Park Avenue can be 
used up to 60 times, cleanly and clearly! This test copy proves it. . . 


This is the 60th copy made with the same sheet 
of Roytype Park Averme Carbon Paper, a product 
of the Royal Typewriter Company. This same 
sheet of carbon paper has been used 59 times 
before! The test was made by the "United States 
Testing Company, Inc., one of America's largest 
independent testing laboratories. See what a 
clear, legible copy this 50th one is! 


Laboratory test No. 36351-NY, issued March 19, 1943 


MAGICIAN: J still think it’s magic! This looks almost like it was made from a fresh sheet 
of carbon paper! How do they do it? 


GIRL: The Royal salesman told me it’s because Park Avenue is “deep-inked” by 
a special process that soaks the ink right down into the paper. And then, 
Park Avenue has an extension edge that lets you reverse the sheet, top to 
bottom, so all areas of the paper can be used. 


MAGICIAN: I see. No trick at all . . . just common sense! No wonder you can get so many 
more copies from each sheet of Park Avenue! 
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"60 copies? So youte a 
/ magician, too |" 


Complete line of carbon papers 


HERE ARE MANY different carbon 
, poe in the Roytype* line, made by 
the Royal Typewriter Company. One of 
these . . . it may be Park Avenue, or It 
may be another . . . will exactly fit your 
needs, depending on the particular type 
of work done in your office. Your local 
Royal Typewriter Representative will 
gladly show you the whole price range of 
Roytype carbon papers and help you 
choose the weight, finish, and quality 
best suited to your requirements. 


= ) 
ROYTYPE 
Carbon Papers and Ribbons 
made by the 


ROYAL 


TYPEWRITER COMPANY 
L ee 


*Trade-Mark Registered U. S. Pat. Oft., 
Copyright 1943, Royal Typewriter Company, 106 


June, 1943 
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So Many Changes 


are being brought about in various organizations because 
of the war that OFFICE EQUIPMENT DIGEST requests 
the co-operation of its readers in keeping its mailing list 
completely accurate at all times. 

PLEASE check your address on the enevlope in which 
this issue of the magazine has reached you. If there is 
any error therein, notify us, so that your copy of the 
magazine may get to you as promptly as possible each 
month. 

THE OFFICE EQUIPMENT DIGEST 
260 Fifth Avenue, New York 


Published monthly by 
ANDREW GEYER, INC. 
Established 1877 
260 FIFTH AVENUE, NEW YORK 


M. A. Geyer, President: James E. Neary, First Vice- 
President; Donald McAllister, Second Vice-President: 
Tv. Murphy, Editor, ond Hugh Ward, Advertising 
Manager. 


Can She Hear You? 


x There actually are some offices where the noise 
is so great that dictation cannot be heard clearly 
and “What?’, “Beg pardon?”, and “Please repeat” 
are fairly common. 

However, when noise rises to the level where it 
impresses itself upon an executive trying to dic- 
tate, something is usually done about it. The real 
menace is in the situation where an office is noisy 
enough to disturb everyone but not sufficiently so 
to arouse anyone to constructive action. 

The period May 30th to June 5th has been set 
apart for this year’s National Noise Abatement 
Week, fostered now for some years by the National 
Noise Abatement Council. Noise, the council says, 
costs American business $2,000,000 a day, lessen- 
ing attention, making concentration on any task 
difficult, leading to errors in judgment, costly 
mistakes. 

Investigations indicate the definite value of 
noise control. In one experiment involving a busi- 
ness Office, the level of apparent loudness was re- 
duced more than 40 per cent, with the efficiency 
of the office workers increasing by nearly 9 per 
cent. Typing errors fell 29 per cent; those of 
machine operators 52 per cent. 

An effort on everyone’s part to perform tasks 
quietly is of help. Noisy machines may be concen- 
trated and isolated. Ceilings, walls, and floors may 
be treated to absorb and deaden noise. Noise con- 
trol is a technique we need to utilize. 
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lower right corner. 


To get without obligation from manufacturers and other suppliers further particulars 
regarding any merchandise or service mentioned in this issue, whether in advertise. 
ments or news items— 


1. Check the advertisements or news items in which you are interested on the list 
below. 


2. Write your name, firm name, and address in the space provided. 


3. Tear out page, put it in envelope, paste on this convenient no-postage-required 
address label, and mail. WE WILL DO THE REST. 


ADVERTISEMENTS IN THIS ISSUE 


Check advertisements regarding which you wish more information. 


Page Page Page 
Prod “ “ Red Feather Prod A Ltd 44 
—Acco Products, Inc. .............. 8  —belll. —Red Feather Products, ke ee 
NY MOGI. 6 oc icieic sc cae cceewees 46 ~Heoding, Mlle, Ge. he Aen = —Redi-Record Co., The............. #8 
—Aigner, G. J., Co. . --.... 16 — Heyer Corp., ; a | 4g. Regalia Mfg. Co.. ; - +34 
—Amberg File & Index Ga. .... 47  —Hold-The-Phone, Inc. "4g Rite-Rite Mfg. Co... 66... sess 4 
—Automatic Pencil — Ge .. 9 —Hoetchkiss Sales Co. .. 7" "gg —Royal Typewriter Co., Inc........... 18 
—Hyman, L., & Sons 44 Pe ter — ps Pie Naat. : 
pee oo saad —Rochester Wire-O-Binding Co....... 
—Bark 4 7 Wee 
= Pe 4 co. ; he a ailtiiin Gata tae “ 19-20 a 
Cc ; ”" 7 ie —Sav-A-Ribbon “* ona : 
—Cardinell Corp. ................. 46 M —Schollhorn, Wm., Co., The. 
—Codo Mfg. Corp. ................ 10 —Mailers' Service & perpmant< Co... 48 —Sengbusch Self-Closing Inkstand Ce Co. 7 
—Columbie Ribbon & Carbon Mfg. Co. —May, J. L., Co., The. 62 See 
a EOD -....... 3 —=Metal Specilties Mfg. Co. _. 43 —Speed- = ae e ce 
siligyame H. C., Co., The ............ 36 —Melind, Louis Co. 5 Sees & SMe... .--- «220089 & 
—Michigan Desk Co.. 18 —Standard Record oe -+0 sea 
iia: Viti, Com. ¥ a —Morilla Co., Inc., The. - —Stationers Loose Leaf Co........... 
—Dixon, Joseph, Crucible i sciccce oe 7 
—Duplicating Papers, lac. ........... 48 N —Technygraph Co........ <n 
—Duplicopy Co. ... _.... 45  —Nascon At-A-Glance Products...... 42 
—National Pencil Co. ; 10 U 
—Ellingsworth Mfg . * —Neva-Clog Products, Inc...... 3rd Cover —Universal Office Equipment Co., Inc. 4 
—Eraso Products Co. __ leueee 4 fe) Vv . 
—Victor Adding Machine Co.. 
ae ar elon Ribbon & Carbon Con | | Victor Safe & Equipment Co., Inc, The 1 


—Fame Name Plate Printing c&....... & 


. ’ —Wabash Cabinet Ce.. ose 
—General Fireproofing Co., The Bs 


re ees 11 —Post, Frederick Co., The ..... 4 Wer Bond ..... a 
—General Pencil Co. oo... 12 —Parker Pen Co.. veseeeeses 7 Write, Ine. ...... cr eees eh bs 
—Gies, Walter G., Co. ee 
—Gregory Fount- O-Ink Oe oy 14 - Y 
—Guide System & Supply Co., Inc. .... —Quality Park Envelope Co.....2nd Cover —Yawman & Erbe Mfg. Co. Ath Cover 


NEW SUPPLY AND EQUIPMENT ITEMS IN THIS ISSUE 


Check items regarding which you wish more information. 


—War Memorial Plaque ........... 30 —Commander Wood File 


ee Nee 31 
—War Plant Registers... ssi‘(‘(‘i‘i‘iciétsét 30 - Rach 31 
—Wood Posture Chairs ............. 30 oan , Bes ii 4 e bi as a 31 
—Wood Filing Cabinet ...... 30 — a —, ees 
—Photocopy Machine .............. 30 —Wheeldex:- Unit ................... 3 


‘ i i 3 ‘ § 
aes 
pe 
eS 
ae te 
a): 
he ob : 
Ps < * 
i‘ - t 
y = i 
te, 
: x ; 
e re 
: . EE 
) | | as : . a o t HS 


Ratings assigned under CMP Regs. No. 5 and 5A have been raised, and other important revisions 
made in the rules governing the procurement of MRO supplies. 


New Changes in MRO Rules 


by Cheney Archer 


% Some very important changes have been made in two of the most useful 
regulations of the Controlled Materials Plan—those governing the procure- 
ment of maintenance, repair, and operating supplies, CMP Reg. No. 5 and 
CMP Reg. No. 5A. 

First and most important has been the raising of preference ratings 
assigned under the regulations. Under both CMP Reg. No. 5, applying to 
business in general, and CMP Reg. No. 5A, applying to governmental agen- 
cies and institutions, the preference rating AA-2X heretofore assigned to 
organizations listed in Schedule II of the regulation now becomes AA-2. 
The A-10 preference rating, available to those organizations not listed on 
either Schedule I or II, becomes AA-5. The top rating of AA-1 still stands 
for those on Schedule I of both regulations. 

Schedules I and II of CMP Reg. No. 5 have been completely revised. 
Some activities and businesses formerly listed in Schedule II have been 
now transferred to Schedule I and vice versa. The changes will, of course, 
alter the preference ratings which may be used by the industries involved. 

Simultaneously with the revision of CMP Reg. No. 5A, Priorities Reg. 
No. 3, covering ‘‘uniform methods of application and extension of prefer- 
ence ratings,” has been amended, with the important effect that List A of 
CMP Regs. No. 5 and 5A has been superseded by List B of the amended 
Priorities Reg. No. 3. 

List A, it will be remembered, explicitly set forth a number of items 
excluded as purchasable for maintenance, repair, and operating supplies. 
List B of Priorities Regulation No. 3, which now replaces List A, is a 
longer, more inclusive list, but so far as the matter of office supplies and 
equipment goes it does not change the situation materially. 

(Turn to page 24) 


June, 1943 OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 


Oy) gta ct ari r — Poa) SS ee Te eed ce eee aa s 
ei a if a on eg a xe ee es ; ‘ ee i 7 a “Wa a ies " ae a ae eas 5 A Ee is 2 ~ Bt a p ; 4 = a eg sat * ‘ ie : 
ra a ‘ = ~ x, ‘ So a eke P ? — ; E . 
Pag j : ‘ a ; 
i . : - oe Dy 
f | : : p ae pane ne 2 
: ; alee a : : 
bees | ' Sale is 
ae re ke | “4 ee . ¥ od ee is 
27 ma eS : : a 5 k 
‘Me — 6 , fo 
’ ‘ —— £ . eee |e ee ‘ . ; : = 
i : , A « _ ; a. eee j ; 
 . CAS —); 6 0Cl “ 
a4 | i ee te ; aw ce ee) aoe 
rs os eg - i 8 . me ‘ - a ee t : ae 
8. on wid , sa eo ; mr ie a a a 
a : mii / — « ae » ai — 
| i — 4 ’ 2 oe ae — Ss a 
, oe “ ag Ede ee Ce se is 
” 3 4 >» Bee -—. a af 
; — . ll > = oe P ae er a rea { 
7 PT Linas, par ae 
= a : : . a ee f Pe! Be ; ae : ape 
a Eg a ae » = me a ; Se Per” ae mes 
ed — z 1 Ree i ie ee a Se ee 
oS a SS 4 = oS oe. se oe e wi eae : 
' - % oe — a . i — a ge ae 
a ” ~ t ae a eens ‘ a ee s 
, il a ‘< -_ es ey F o ECan 
4 Rit fag ‘ a agg iS Pare ige 
Ry, es - sill ie r. f ~*~ . ; es i es i ae : - 
kas % " ay ‘ vm - é j fi s) Ey - 3 te: 4 poet 7 Si, a ei : a & 
age A | 
45 : 
a 
4\ 2 
% re 
18 i 
3% ; 
4] 
' 
my P| | 
46 
16 
3 
“4 f 
4\ 
4 , 
45 | } 
4 ) . 
Byes 
5 < 
15 _ 
2 =! Fi 
12 - a 
$ ee 
oe a 
— 
rover a 
‘ 
ee me } 


List A prohibited the purchase, as maintenance, repair, and operating 
supplies, of printed matter including items such as letterheads, envelopes, 
forms, and printed and ruled stationery; paper, paperboard, and products 

manufactured therefrom; molded paper products; and office machinery 
and office equipment. Here’s a list of the office items barred by List B of 
Priorities Reg. No. 3: 

Gummed stay and sealing tape, paper and cloth; paper cups; wooden 
filing cabinets ; office furniture; wooden lockers for offices; printed matter, 
including items such as letterheads, envelopes, forms, and printed and ruled 
stationery; printing paper, paperboard, and binders’ board; blank-books 
and loose-leaf binders, metal parts and units; watchman’s time-recording, 
burglar, bank vault, hold-up, and intrusion systems; and wooden shelving. 

Shortly before the elimination of List A it was modified to permit the 
use of MRO ratings to obtain carbon paper, tracing paper, reproduction 
paper, sensitized paper, engineering graph paper, and chemically treated 


PARR te oe 


fice supplies, office furniture or office equipment 
which you cannot fill through your regular chan- 
nels of supply? 

OFFICE EQUIPMENT DIGEST hereby invites pur- 
chasing agents to make use gratis of a new edi- 
torial service designed to bring out into the open 
and make useful any surpluses of critical office 
materials—to form in effect a valuable stock-pile 
on which offices may draw to their advantage in 
these days of shortage. 


paper for engineering use. Apparently the same interpretation is to apply 

“ to the new List B, thus permitting the continued use of MRO ratings to 

. obtain these special papers just mentioned. 

= 
$ 

% es 7 

: Have You Idle Machines and Equipment on Your Books? 

% What have you in the way of surplus critical Check now to see what you have lying idle 
fe office supplies, office furniture, or office equipment which some other office may be eager to get. Your 
pe which you would like to dispose of to other offices? discards may be just what someone else is search- 
- What wants have you in the way of critical of- ing for. List what you have to dispose of, putting 


a price on the items or not as you like, and send the 
list to us for inclusion in the 


“OFFICE EQUIPMENT DIGEST STOCK-PILE” 


Listings in this section are free. Names and 
addresses will be printed with each listing, so that 
prompt action can be taken by those interested. If 
you would rather swap than sell, say what you 
wish to receive in exchange for your surplus items. 
Address all listings to 


Stock-Pile Department 


OFFICE EQUIPMENT DIGEST 260 Fifth Avenue, New York 
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Pleasant—and profitable—telephone contacts with your office depend largely on the training of your operator 


The Girl at the Switchboard 


by Helen McLaughlin | 


% The office of today embodies the result of much thoughtful planning 
and intelligent execution in the interest of efficiency. But in this effort 
to attain efficiency a very important item is frequently overlooked—the 
girl at the telephone switchboard. 

Day in and day out, the voice of the telephone girl is the voice of your 
organization. What she says and the way she says it are powerful factors in 
creating the opinion people have of the organization. What have you done 
to insure that she is doing that job well? 

In a surprising number of cases, an acceptable voice seems to be the only 
qualification necessary for a telephone girl. Why? An acceptable voice is 
not the only qualification for a secretary, or a bookkeeper, or a salesman. 
The major importance of telephone courtesy, telephone accuracy, telephone 


le helpfulness should never be overlooked. 
ir Listen for a moment to the following conversation. It is not exaggerated ; 
- except for the name it is an actual transcription. Perhaps a similar con- 
: versation occurred in your office today. 
A purchasing agent was trying to locate a source of precision tools. The 
order was for quantity production and was in the thousands of dollars. 
The agent picked up his telephone, dialed a manufacturer who seemed a 
- logical source. 
if “Johndoe,” the operator murmured hurriedly. 
UL “Is this the John Doe Manufacturing Company?” 
S. “Yes.” 
“T want some price information about precision tools.” 
“O. K.” (Pause.) “What do you want to know?” 
(Turn to page 26) 
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and I am interested in competitive prices.” 

“Yes, we do manufacture tools.” 

“T know, but are you prepared to give me specific price information? 
I want to speak to someone who can give me price information on your 
products.” 

“T don’t know about that—maybe Mr. Green, if he’s back from lunch— 
he went down-town for lunch today—can tell you . . . Wait a sec.” 

But the purchasing agent wasn’t doing any more waiting. He called 
another firm. 

“Black & White Manufacturing Corporation,” the girl said clearly. 

“T want some price information about precision tools.” 

“Yes, sir. Mr. Johnson in the sales department will talk to you. Thank 


” 


you. 
(Turn to page 44) 


Eight Telephone Economies 


From an NOMA Forum report of an address before the 

Cincinnati Chapter, National Office Management Associa- 

tion, by A. F. Oldham, Cincinnati & Suburban Bell Telephone 
Company. 


%& Here are some tips on telephone usage which any office mana- 
ger might ponder: 

1. Relieve private branch exchange attendants of other duties, 
so they can give undivided attention to greeting customers who 
call at your telephone door. 

2. Answer calls yourself—executives not excepted—instead of 
having a secretary do it. Seconds are wasted (10 second — 
while she gets you on the line—tying up one of your trunk lines (i 
it's an outside call) as well as some of our pe office equipment 
and lines. When you're handling more than a million calls a day, ; 
a few seconds saved here and there really mount up. 

3. Be sure that telephones are answered—and promptly. Slow 
answers mean wasted seconds and ‘no answers’ account i thou- 
sands of needless additional calls. 


4. Make your own calls. Your private branch exchange attend- 
ant has only two hands and just so many seconds of working time 
in a day. If too many of the people in your organization ask her 
to make calls, in addition to answering incoming calls, someone's 
going to wait. Anyway, John Smith's going to have a better im- 
pression if you're on the line when he answers. 

5. Have experienced, well trained attendants at your switchboard. 
Remember, that's the gateway through which most of your cus- 
tomers enter your office and you want them greeted quickly and 
courteously. 

6. Have an adequate house telephone directory. If the one 
you have is obsolete, your people will be making intercommunicat- 
ing calls by name, which slows up your operator. And if you have 
a dial system, and your people ask the operator to complete calls 
by name, the function of the dial equipment is completely short- 
circuited. 

7. In information or service departments, have files close at hand 
to save the time of clerks who would otherwise have to walk some 
distance, while someone waits. 


8. Be sure that telephones are distributed where they are needed 
most. If one department has busy telephones, maybe another can 
spare a line or two. And in the plant, location of telephones at 
strategic points will save many minutes and much of the footwork 
of supervisors who are charged with keeping production lines moving. 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 


“T am interested in locating a source of a certain type of precision tool 


June, 1943 


EE ER  — > ae ees): a. lS. ee 
te pod oh ‘ 
ae ete ee 
‘ange * 
| ee 
ae 
4, 
we 
; aes it 
Oe 
se 
” ee 
pape 
=~ 
a 
cae 
wes Renee eee ee 
Ga : 
rad nf, 
oe 
r% 
ee 
= 
ci)’, eee 
Wee 
fe ee 
% 
ss 
1, us 
Poy bi 
y 
- . 
ara : 
ow . 
ie “ 
SiMe hes 
ie # Fr 
ere 
~ A = 
‘ ~ 
; =a 
Eat 
te 
on : 
a, 
St ¢ 2 
were, 7 
iS F 
+. ; 
7 m 
2 : 
> weet 4 
; » 
& j ee  —————————— 
. iS 
Te ie 
: 4 ae - ee 
a 5 a 


It will be months after the war ends before the salesmen get around with the new post-war office 
equipment and supplies. The office must make things ENDURE! 


Keep Office Conservation Alive 


by Conrad A. Netzhammer 
of Northwestern Furniture Co., Milwaukee 


Whether it be in time of peace or time of war, the world is ruled from 
the office. The office, therefore, must be kept running. 


Office managers have observed the office rise to meet the demands 
placed upon it by the ever-increasing business tempo of the past two 
decades. The gearing of the office to this tempo was, however, a compara- 
tively simple task, because, when they needed more clerical help, office 
managers had an almost unlimited supply to draw upon. They had time 
to train clerks and machine operators. If they needed filing cabinets, 
desks, typewriters, office machines and equipment of any sort, the supply 
was abundant. 


Furthermore, they will all agree that for the past ten years or more 
the job of the office manager has been made easier through the constant 
improvment of office equipment and the methods and systems which have 
paralleled it. All they needed was money, and few have experienced diffi- 
culty in getting appropriations for equipment that would pay out in time- 
and labor-saving. 


Now war conditions have quite suddenly brought this point home to 
many of them. Today they realize just how much they have been leaning 
on these new things which business has come to take for granted. 


Certainly the office must have tools essential to its functioning. And 
we still hope that sober judgment on the part of those responsible for 
existing limitations will ease regulations sufficiently to provide new equip- 
ment when and where necessary. 


Conservation is something office managers must keep alive, now and 
until the war is over. If we must make what we have last for the dura- 
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tion—and that is a very indefinite period—then we must start saving 
now, use and use again, and then reclaim. 


Organize a Committee for Conservation in your own office. W. D. 
Caton, of the Standard Register Co., Dayton, Ohio, writes of their Office 
Management Council and its appointment of a Conservation Committee— 
how each department had a grand house-cleaning of desks, files, and stor- 
age cabinets, with the objective of releasing surplus stocks of paper clips, 
pins, rubber bands, and surplus space in filing drawers. The results were 
surprising for an office of moderate size, with such quantities of usable 
items as 20 pounds of paper clips, 314 pounds of bank pins, 8 pounds of 
rubber bands, being collected. 


Then the company dramatized on the office bulletin boards the reclaimed 
materials from the weekly sweepings of the janitors—such items as 200 
rubber bands, 1,840 paper clips, 941 pins, and so on. This rescued mate- 
rial was put in a glassine bag and tacked on a bulletin board with a 
suitable explanation. 


This Conservation Committee released for use, among other things, two 
desk lamps, five file drawers, three chairs, one piece of dictating equip- 
ment, one table, and seven waste baskets. 


What this company has done can be done in your office. Take an inven- 
tory—an inventory of machines and jobs. Check where each piece of 
office equipment is. Not just in the office alone but in the factory, in the 
branch offices, the warehouses—yes, and in your executive offices. You'll 
be surprised what you may find there,—out of use but usable! 


On your equipment inventory show the model and its specifications, the 
age; the location; the job it does, and the time schedule of the work it 
does. Be sure to show its peak periods. 


When the list is completed, comb and study it carefully. See if there 
are not a lot of jobs being done on machines in branch offices that can be 
done away with entirely, or possibly prepared in long-hand. Perhaps the 
work in your branches has already been curtailed. If so, move the equip- 
ment into the main office. (Continued on page 47) 


Window at Northwestern Furniture Co. store in Milwaukee, designed to show 
office people of that city the value of skilled maintenance in conserving office 
furniture and equipment. Any office which has a consistent maintenance and 
repair program finds it a major factor in a war-time conservation program. 
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Increased office staffs create need for more intensive use of available equipment and machines. 


Attaining Control of 
Office Equipment and Machines 


by Kenneth H. Ripnen 


*% Accurate fitting of office equipment and machines to the changing 
requirements of executives and personnel has always been one of the most 
important responsibilities of those in charge of office management and 
office purchasing. Today its importance has been greatly increased by 
reason of war-time fluctuation of requirements in most offices, with further 
difficulty imposed by current limitations on the manufacture of office 
equipment and machines. 

An efficient system of control is indispensable if the office is to get the 
most out of the equipment and machines it already has, as well as those 
items which it may find it necessary to add from time to time. Most offices 
have worked out some system for this control, but whatever the system, if 
it dates from before the war, it will pay to subject it to critical analysis 
right now to find out whether it meets today’s needs. 

A good system must provide for effective check-up on all requests for 
equipment and machines from department heads and executives, to get 
full information on what the requested items are to be used for. It must 
provide means of determining the type, quantity, and quality of equipment 
or machines which will best fill the need. It must provide records which 
mirror faithfully what the office has on hand in the way of equipment and 
machines, where this property is located, and who is using it. 

Attainment of effective control over office equipment and machines may 
sound like a difficult task, but it is really quite a simple one. Next month 
I shall present the forms and procedure for bringing it about. 


REPRINTS OF RIPNEN ARTICLES 


Layout and Equipment of the Modern Office Standardizing Equipment in the Office Layout 
The Space Factor in Planning the Office Layout Standardizing Floor Covering in the Office 
Creating the Office Layout Layout 
Atmosphere in the Office Layout Partitions in the Office Layout 

Standards in Office Layout 


Each reprint is priced at 10 cents. Send check to Orrice Equirment Dicest, 
260 Fifth Ave., New York 
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WAR MEMORIAL PLAQUE. Illustrated is a typical memorial 
plaque now being produced by the International Bronze Tablet 
Co., Inc., 36 East 22nd St., New York. These plaques are made 
entirely of non-critical materials and have all the appearances of 
cast bronze. Letters are raised on a pebbled statuary brown back- 
ground. The tablets are superimposed on solid walnut shields with 
handsome cabinet finish. These durable plaques make it possible 
to pay tribute now to the brave deeds and memories of those who 
make the supreme sacrifice in the service of their country. 


WOOD FILING CABINET from the Michigan Desk Co., Grand 
Rapids, Mich. Shown here is Michigan's filing cabinet No. F 5, 
height 52 inches, width |5 inches. It is made in letter and legal 
sizes and finished in walnut or green. It is constructed of hard- 
= throughout, with plastic trimmings. List price is $45, f.o.b. 
actory. 
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WAR PLANT REGISTERS. All plants engaged in war work are 
now required to keep a record of visitors and callers entering 
their premises, and also a record of trucks making pickups or de. 
liveries. For this purpose, the Wilson Jones Co., 3300 Franklin 
Blvd., Chicago, is offering these war plant registers. The visitors’ 
register, left, provides a complete record of all callers. The out 
side truck register, right, will give a complete listing of all trucks 
which enter and leave a plant's gates. Full information on these 
registers is contained in circular No. D1204, available from the 
company at its Chicago, New York, or Elizabeth, N. J., offices, 


WOOD POSTURE CHAIR from the Cramer Posture Chair Co., 
1205 Charlotte St., Kansas City, Mo., was made available to the 
trade early in April. The new chair has eliminated, the company 
believes, the disadvantages which normally arise from the contrac- 
tion and expansion of wood. Descriptive literature upon request. 


PHOTOCOPY MACHINE. The Apeco photocopy machine per 
forms an important job in the po ta business organization by 
copying, without possibility of error, anything up to 18 x 22 inches. 
Simple of operation, it enables a single employee to do the work 
of several people. The article to be copied, together with @ 
piece of Apeco paper, is placed on the operating surface, 

contact cover closed, a switch pressed, exposing the material for 
a few seconds, and the exposed Apeco paper is then placed in 
the developer for half a minute after which it is allowed to stand 
for a few minutes in a tray of fixer, washed and dried. No dark- 
room is needed. Priced at $55. Made by American Photocopy 
Equipment Co., 2849 North Clark St., Chicago. 
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War-time Offices 


COMMANDER FULL-SUSPENSION DRAWER WOOD FILE made 
by the Wells Office Furniture Co., 410 S. Wells St., Chicago. This 
new quality file has full-suspension drawers with 6 metal rollers. 
Drawers close flush with front. Corners are dovetailed, with 
framed-in bottom. There are metal spring mechanisms on the fol- 
lower blocks, metal pulls and label holders, and metal knob, rod, 
and plate assembly on each drawer. Finish is olive green. The 
letter size, 52 inches high, 29 inches deep, and 16 inches wide, 
with a 26-inch inside filing capacity, is priced at $58.20, list: 
$67.80 with lock. The legal size, 19 inches wide, lists at $68.10; with 
lock, $77.70. 


COPY RACK. A product of the Franklin Table Co., 2020 Village 
Drive, Louisville, Ky., is the Sightly copy rack, shown here. It was 
designed with three distinct uses in mind: to hold loose sheets up 
to legal size, to hold stenographers' notebooks, and for use as a 
book rack or dictionary stand. The tilted panel fits at two overall 
heights, 13!/2 or 8!/2 inches. The heavy wood base measures 834 x 


- J 
’ 


seco oc we ~< 


= a 


7 inches. 


_ MULTIPLE-DRAWER CARD CABINETS, 28 inches deep, and 52 
inches high, are being made by the New England Woodworking 
Co., 512 E. 137th St., Bronx, N. Y. The 7-drawer file has 14 com- 
partments for 5 x 8 cards; the 8-drawer model has 16 compartments 
for 4.x 6 cards and the 10-drawer size has 20 compartments for 
3x5 cards. Sturdily constructed of hardwood, the double com- 
partment drawers are dovetailed and operate on easy-sliding, full- 
— suspension slides. Plastic hardware, olive green and walnut 
es. 


Priced to retail for $2. 


WHEELDEX UNIT from the Wheeldex Mfg. Co., 113 Water St., 
New York. This specially designed Wheeldex unit was made to 
provide a maximum in compactness and efficiency, by mounting 
the Wheeldex units in two tiers, one over the other. The cabinet 
shown here, only 38 inches wide, is capable of housing 40,000 to 
60,000 cards, depending upon the size of the card used. Any card 
can be brought within the operator's vision range or reach by a 
simple turn of the wheel. An automatic stabilizing device holds 
the wheel steady for reference or posting, and the entire card 
stands visible for full inspection or direct entry without taking the 
card from the file or without it being held. 
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According 


to Washington 


Rented Class A typewriters must be bought or returned; 
to recall Class B typewriters on “left-over” rental contracts 


Persons renting Class A typewriters from members of the trade will 
be given until June 30th either to purchase the machines or return them 
to their owners, the Office of Price Administration announced June Ist. 
Class A’s are generally standard-size machines made since 1934. 

Where purchase is elected, no new rationing certificate will be required, 
since the right to buy is open only to renters who already are using the 
typewriters under rationing certificates or authorizations. 

The order was issued to put the Class A machines not desired for pur- 
chase by their present users back into dealers’ hands where they will be 
readily available for Government purchase. Large numbers of typewriters 
of this kind already have been bought by the Government for various war 
agencies, mainly the Army and Navy. 

In a companion move, OPA ordered ended before July Ist any Class B 
typewriter rental contracts that were entered into before the present 
rationing regulations (Ration Order 4A) went into effect last December. 
Previously there was no time set for termination of such contracts. Class B 
typewriters are generally standard-size models made after the close of 1927 
and before 1935. 

Recall of these machines from “left-over” contracts was decided upon 
because, with Class A typewriters owned by members of the trade with- 
drawn entirely from civilian rental, it is necessary to bring all Class B’s 
into the supply available for limited-period rentals in conformance with 
the present regulations. 


The Class A machines affected by the new buy-or-return order likewise 
are those that are out on rental under rationing certificates or authoriza- 
tions issued before the change-over to the present regulations last Decem- 
ber. These regulations forbid the rental or sale of Class A typewriters to 
anyone except the Treasury Procurement Division (which buys for the 
Army and Navy), other typewriter dealers, or authorized exporters, but 
valid rental contracts in effect at the time of the change-over are allowed 
to stand. 

Rental contracts for Class A machines owned by persons who are not 
members of the typewriter trade are not subject to the orders. 

The amendment containing the June 1st orders also limits to 30 days the 
valid life of certificates issued by OPA authorizing purchase of special 
typewriters—machines with unusual type of characters or otherwise suited 
only to special use. In the past, when there was no time limit, delays in 
making purchases complicated rationing accounting. 

All the changes are made by Amendment No. 3 to Ration Order 4A. 
The effective date of the Amendment is June 7th. 
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Instant Usibility 
for your filing and = **upgee 
record systems! Saaapaee 


“EARFERS Y-Rs- 


Whites ISlach- 
Stays dsbach 


Instantly readable—permanently black . . . 
that’s Sheaffer's V-BLACK SKRIP! SKRIP 
helps all pens to write better, stay cleaner, 
last longer! 


V-Black's lustrous ebony black is achieved 
without pen-clogging carbon. It dries so 
fast no blotter is necessary. And once put 
on paper, V-Black is there to stay! 


Recommended 
for V-Mail! 


V-Black SKRIP was orig- 
inally packaged to help 
Uncle Sam's V-Mail. 
Black photographs best! 
Today, more and more 
offices are using V-Black 
SKRIP because of its 
advantages over ordi- 
nary inks. Its perma- 
hence insures your rec- 
ords, 


In offices where records are photographed 
on small millimeter film, as in the processing 
of V-Mail, this modern, photogenic writing 
fluid insures the most satisfactory results. 


Your stationery salesman will tell you about 
V-Black Skrip in specially designed quart 
containers with the famous splatter-proof 
pour-out feature ... or in the desk size 4-oz. 
bottle with the handy Skrip-well for quickly, 
easily refueling fountain pens, or for use 
with dip type pens. 


SHEAFFERS 


W. A. SHEAFFER PEN CO. 
FORT MADISON, IOWA 
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BEN R. NEWBERY ELECTED 
HEAD OF PURCHASING AGENTS 


Ben R. Newbery, director of purchases and material 
for the Lone Star Gas Co., and Lone Star Producing Co., 
Dallas, Texas, pictured here, was elected president of the 
National Association of Purchasing Agents for the coming 
year, at the annual convention of this association, held at 


BEN R. NEWBERY 


New NAPA Head 


the Waldorf-Astoria Hotel, New York, May 24th-26th. He 
succeeds Roy C. Haberkern, of the R. J. Reynolds Tobacco 
Co., Winston-Salem, N. C. 

Mr. Newbery has been with the Lone Star organization 
since 1915, and has headed the purchasing activities of the 
company and its affiliates for more than twenty-four years. 

A charter member and past presdent of the Dallas Asso- 
ciation of Purchasing Agents, he was elected to the execu- 
tive committee of the National Association in 1941, as 
vice-president for District 2, and also served as financial 
officer of the association in that year. He is likewise active 
in the Public Utility Buyers Group of N.A.P.A. and in the 
Natural Gas Section of the American Gas Association. 
He has taught two government-sponsored courses in pur- 
chasing at Southern Methodist University. 

Mr. Newbery takes office at a critical period in indus- 


trial history, as head of one of the most important ang 
influential business and professional associations, with g 
membership of more than 7,000 purchasing executives rep- 
resenting industrial, utility, and governmental units 
throughout the United States, Canada, and Mexico, He 
brings to the office a record of sound experience and judg. 
ment, executive ability, and inspiring leadership. 

The association convention program featured a number 
of interesting addresses and discussions on problems of 
purchasing, and on Government policies and regulations, 
CMP Regulations No. 5 and No. 5A came in for carefyl 
analysis. 


N. Y. CHAPTER, NOMA, ELECTS OFFICERS 


At a meeting held Wednesday, May 19th, at the 
Belmont Plaza Hotel, New York, the New York Chapter 
of the National Office Management Association elected 
Horace J. Brogley, Johnson & Johnson, president for 
1943-44. Other officers elected were L. A. Griffin, Johns- 
Manville Corp., 1st vice-president; Arthur J. Amberg, A. J, 
F. H. Ahlers, Kings County Lighting Co., treasurer; 
Robert J. Hancock, Central Hanover Bank & Trust Co, 
corresponding secretary; Miss Edith Harper, Scott, Fores- 
man & Co., recording secretary. Directors are L. I. Fergu- 
son, Prudential Ins. Co. of America; Charles F. Hohweiler, 
Crown Zellerbach Corp.; Mrs. Dorothea B. Holsten, Hat 
Corp. of America; A. J. McCrickard, Dictaphone Corp.; 
Louis A. Rice, the Packard School; George L. Stone, Posi- 
tion Securing Bureau; E. B. Gage, Western Electric Co.; 
R. T. Hansen, Columbia Mills, Inc.; Mrs. A. R. Menzies, 
Columbia University; H. P. Riley, Thomas A. Edison, Inc.; 
E. F. Rose, Equitable Life Assurance Society; W. D. Sked, 
Marsh & McLennan, Inc.; and H. M. Willgohs, J. J. New- 
berry Co. 

Col. Alexander R. Heron, director of the program action 
division of the War Manpower Board, was the guest 


FAULTLESs 


EXCELLO 


WITH ITS DISTINCTIVE SAFETY CATCH—SO OPERATES THAT THE 
BUTTON SLIDE LOCK CANNOT SLIP OR UNLOCK AND IS BUILT 


EXCELLO 


SLOTTED LOCK BINDERS 


are ideal for 


PAY ROLL RECORDS 
22 INVOICE COPIES... 
SIZES ORDER BLANKS .. . 
DAILY TIME SHEETS 

SHIPPING RECORDS 

ETC. 


TO TAKE IT... SHOULD THE BINDER BE ROUGHLY HANDLED... 


STATIONERS LOOSE LEAF CO. 


524 N. Broadway, MILWAUKEE . . NEW YORK, 114-116 E. 13th St. 
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\d forgot- 


WON'T WIN THE WAR! 


loday—more than ever before—men and women 
realize the importance of remembering and acting on 
important notes, instructions, memos. That is why 
Robinson Reminders, “The Memory Sys- 

im that Never Forgets” is standard at y 

Douglas Aircraft and other war plants. | 


FAMILY | 


FOR THE PRESENT ... FOR THE FUTURE 


REDI-RECORD VISIBLE 


INSURANCE and PERSONAL PROPERTY REGISTER 


Every person of responsibility will more than appreciate 
this aid to keeping the house in order’. By the very na- 
ture of its at-a-glance record, its simplifi ed listing form, 

and the ample space for the documents themselves, the 
REDI-RECORD VISIBLE INSURANCE and PERSONAL 
PROPERTY REGISTER is unquestionably one of the i 
most practical, worthwhile items ever offered to the 
consumer field. 


CONCISE — CONVENIENT — CONFIDENTIAL 


The patented, visible register on every model gives a complete, 
at-a-glance record of all Insurance (Life, Accident, Health, 
Fire, Automobile, Burglary, Liability, etc.) War Bond Records, 
Income Tax, Social Security, Safe Deposit, and other pertinent 
valuable data. 


DISTINCTIVE MODELS ... 
| BOX, BOOK, FOLDER OR WALLET STYLES 


Dignified and attractive, 
for every home or office. 
Smartly designed —stur- 
dily constructed ..of non- 
critical materials. Avail- 
able in several colors . . . 
Listed from $1.20 to $4.00 
Here's an item good for 


Robinson Reminder. ‘'The Memory 
System That Never Forgets." 


Although growing demand and production problems 
have made it difficult to supply all styles, we are taking 
care of most needs. If you will allow us leeway 
in selecting the styles, we can give you very fair 
service, 


i — 
Robinson Pen-in Ink—Always Rea 3- 
to Write Instantly. 


ROBINSON 


today—tomorrow—any- 
R | time . . . with a mark-up 
: R that will make it doubly 
MINDERS Sar 
| For folder and details, write to Dept. 7 


WESTFIELD, 


MASSACHUSETTS | yp r= ee er 
> § RECORD COMPANY 


* | ia i. 1" VENUE, NEW YORK, N. Y. 
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Cook’s File Signals attached to file cards, provide 
the needed facts at a glance. Styles to meet 
all filing needs, and each style available in 12 
colors. Ask for them BY NAME at your stationer’s. 


COOK’S STEEL FILE SIGNALS 


The H. C. Cook Co., 18 Beaver St., Ansonia, Conn. 


Midyear 
Transfer time should be 
a big event this year 


TRADEMARK 


TRANSFILE 


FIBRE BOARD FILES 


will do the job this year the same as always, 
assuring you of safe, orderly records instantly 
available at all times. TRANSFILE FILES 
will do the job at very low cost, too. They 
can be counted upon to give that same satis- 
factory performance which you have always 
received. 


If you haven't a stock of TRANSFILE Files on 
hand now is the time to get them. 


GUIDE SYSTEM & SUPPLY CO. 


335 CANAL STREET NEW YORK 13, N. Y. 


THE REGULAR 
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out that in any organization it is essentially a problem of 
supervision. 
STAFF CHANGES AT HIGGINS INK CO. 

At the recent annual meeting of the board of direg. 
tors of Higgins Ink Co., Inc., Brooklyn, N. Y., Harry 
Tehan, sa!es mgr., was made asst. vice-pres. of the company, 

My. Tehan, well-known a.ad well-liked throughout the 


HARRY TEHAN 
Higgins’ Sales Manager 
becomes Assistant 
Vice-President of 
Company 


industry, has been a member of the Higgins sales depart- 
ment for nineteen years, and his new title is recognition 
of his long and valuable service to the organization. 
At the meeting plans were made for the retirement of 
Joseph I. Connelly, who has been with the Higgins Ink Co. 
| for forty-two years. Joe, as he is familiarly known to the 
thousands with whom he has spoken over the telephone or 
written to, started originally as a stenographer and became 
successively shipping clerk, bookkeeper, assistant manager, 
assistant secretary, treasurer and assistant vice-president. 
As was mentioned in a recent issue of GEYER’S TOPICS, 
Mr. Connelly recently re-married. Now he and Mrs. Con- 
nelly are looking forward to some well-deserved leisure. 
Other important action taken at the board of directors’ 
meeting was the appointment of Bert Cholet, advertising 
| manager for the past three years, as assistant secretary. 
These officers of the company were all re elected: Tracy 
Higgins, president; John Gianella, executive vice-president; 
Alfred H. Everson, vice-pres.; Edward J. Kiernan, treas. 


CONLON TO ROCKWELL-BARNES VICE-PRESIDENCY 
| The board of directors of the Rockwell-Barnes Co., 
| 1511 W. 38th St., Chicago, has announced the appointment 
| of J. Edward Corlon as a vice-president of their company. 


af New Rockwell-Barnes 
a Vice-President 


3 J. EDWARD CONLON 


Mr. Conlon has been associated with the Rockwell 
Barnes Co. for the past twenty-four years and has beet 
conspicuously active in industry circles. 


SWEET ELECTED VICE-PRESIDENT OF 
| AMERICAN WRITING PAPER CORP. 
| James H. Sweet was elected vice-president of Americal 
Writing Paper Corp., Holyoke, Mass., at the organization 
meeting of the board of directors held recently. ; 
The complete list of officers is: Thos. H. Blodgett, chaite 
man of the board; Leon M. Yoerg, president; E. C. Reid, 
vice-president; James H. Sweet, vice-president; William J. 
Norton, treasurer; Peter Freedman, comptroller; Charles 
L. Kirkpatrick, secretary; George A. Tyler, assistant treas 
| urer; Ray A. Twining, assistant treasurer; Richard D. 
| Strawbridge, assistant secretary. 


| 


speaker at this meeting. He discussed morale, pointing 
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FROM ANY SPIRIT DUPLICATOR 


Old Town presents another FIRST in the 
field of Spirit Duplicating — Black 
master units, black Dupli-forms 
and black spirit carbon. 

Used with Old Town BF duplicating fluid, the new black Hi-Test 
spirit carbon, black Hi-Test master units or black Hi-Test Dupli- 
forms produce beautiful black copies. Ideal for orders, invoices, 


purchase orders and office systems. Specimens and prices upon 
request. Regular standard colors available as usual. 


Old Town is the world’s leading producer of carbon papers, 
ribbons and supplies for Spirit and Hectograph duplicating. 
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: ey oN, , Dupliforms are printed master units. Just have any 
o satens me aa! : i. | ae tiple copy form set up on an Old Town DUPLERG 
Be me ¥ am | : Your typist fills in the DUPLI-FORM .. . thenramd 
as many copies as you require on your direct ori 
process duplicator. 
WHAT DUPLI-FORMS DO 

Ne More Large Printing Bills! On a 25 copy form) 
DUPLI-FORMS will replace 25,000 printed fom 
ated! er ame Re cai. ay Mee and up! 
(am 6 ae ee i Teme Neo More Weak Copies! Whether you want a dozemeg 

: "hs a . ie or hundreds, DUPLI-FORMS will give them to you.. 
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NTINGMSAVE TIME! SAVE MONEY! 


fare Special Machines! With DUPLI-FORMS every 
iter becomes a billing or manifolding machine. 

weopies of pencil writing without register or spe- 

| pencil. 

Nore Fear of Errors! Instead of correcting every copy, 

correct the DUPLI-FORM. 

lore Collating! Only the original DUPLI-FORM goes 

your typewriter. No aggravation or waste of time to 

forms with carbon paper and crowd into the type- 


loven ‘opt Here Slipping! DUPLI-FORM guarantees precision 
} 10 YO iary ... right down to the last line of the last copy. 
MC MEUM: form itself is duplicated along with typed-in data. 
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LEXIBILITY 
ASY HANDLING 
VEARING QUALITY 
HARP IMPRESSIONS 
ERMANENT CLEAN COPIES = 
‘LEAN ERASURES : 
\CONOMY. 


Below is a partial list 
of Old Town Products 


STRATOSPHERE CARBON 
SABLE CARBON 


Make OLD TOWN Your DOUBLE DUTY CARBON 
Duplicating Supply Headquarters HI-TEST NOISELESS CARBON 
\s the world’s largest producers of spirit and hektograph carbons, ribbons and supplies, ACCOUNTANTS’ CARBON 
id Town has much more to offer than the products themselves. Old Town’s technical OLD TOWN HERMETIC RIBBON 
taff and Analytical Departments have been the authoritative source of information OLD TOWN BRAND RIBBONS 


m spirit and hektograph duplicating problems for many years. Most of the new devel- 
ypments in spirit and hektograph carbons and ribbons have come from Old Town’s 


Sm aboratories where the lights burn late in the interest of research and to solve the HAND CLEANSING CREAM 
pecific problems of individual users. Old Town makes outstendint 
F Nd Town’s facilities are at your disposal. (ld Wi aaron = =a 
am ust write on your letterhead to: — eet. 

: RIBBON & CARBON CO. inc. 


Foremost Makers of Ribbons and Carbons for Every Use 


750 PACIFIC STREET, BROOKLYN, NEW YORK, N. Y. 


CHICAGO - SAN FRANCISCO - LOS ANGELES - HOUSTON - BOSTON ~- PITTSBURGH - KANSAS CITY - ST. LOUIS - DETROIT - NEW ORLEANS - BIRMINGHAM - ATLANTA * 


CROWFOOT RIBBONS 
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WASHINGTON CHAPTER OF NOMA FORMED 

At a meeting held April 6th at the Statler Hotel, 
Washington, D. C., 37 men representing industry, the 
Army, Navy, and other government agencies, gathered to 
discuss formation of a Washington Chapter of the National 
Office Management Association. Merrill B. Sands, presi- 
dent of the Dictaphone Corp., welcomed them, and turned 
the meeting over to a temporary chairman, Lt. Comdr. 
w. F. McCormick. William E. Evans, NOMA’s national 
secretary, outlined the activities of the association to those 
present. A motion to form a local chapter was made and 
carried and a nominating committee appointed. 

The officers of this new NOMA group are Capt. Kenneth 
H. Ripnen, War Department, president; R. G. Lochiel, 
Pennsylvania Central Airlines, vice-president; T. D. Morris, 
Navy Department, treasurer; E. H. Whitlam, Dictaphone 
Corp., secretary. Directors are J. T. Bireckhead, War Pro- 
duction Board, and H. A. Haag, Aetna Life Insurance Co. 

The first regular meeting of the new chapter was held 
May 12th at the Roger Smith Hotel. 


ADDRESSOGRAPH LAUNCHES NEW USER ORGAN 

Volume 1, Number 1 of the “Addressograph User 
News” was published in May by the Addressograph- 
Multigraph Corp., 1200 Babbitt Road, Euclid, Ohio. The 
newspaper is attractively done in two colors and is packed 
with up-to-the-minute news of ways in which addresso- 
graph and multigraph machinery is being used in the war 
and in war production. 


NEW BOOK ON WOOD ISSUED 

“Wood and Its Place in the War Effort,” a new 
illustrated book for priority-hounded executives and engi- 
neers, has been published by Kay Displays, Inc., 9 E. 40th 
St. New York. It is available without charge to companies 
engaged in war work. 


O'CONNGR NEW HEAD OF 
PURCHASING AGENTS ASSOCIATION, LOUISVILLE 

L. G. (Pat) O’Connor, director of purchases for the 
Office Equipment Co., Inc., Louisville, Ky., was elected 
president of the Purchasing Agents Association of Louis- 
ville on May 18th. 

Other officers elected were Calvin Marcus, first vice- 
president; Albert E. Loeffler, Jr., second vice-president; 
Robert T. Schmitt, secretary; J. T. Kinberger, assistant 
secretary; and John A. Reeb, treasurer. Directors elected 
were T. A. Corcoran, G. W. Leep, and William Kerrick. 


DROPS FURNITURE LINE FOR DURATION 

The Wabash Cabinet Co., well-known manufacturer 
of filing supplies and equipment in Wabash, Ind., has 
recently discontinued the manufacture of its line of furni- 
ture for the duration, but hopes to resume operations in 
this particular branch of its production when the war is 
over. 

Decision to cease the manufacture of the furniture was 
made because the company is located in a defense area with 
a tight material and labor condition. 

As this issue goes to press, the company is just coming 
out from under a serious flood which covered the floor of 
its plant with nine inches of water. All of the stock was, 
fortunately, transported safely to the warehouse which 
was above the level of the water, the highest since 1913. 


Wabash hoped to be operating again within a few days’ 
time, 


GENERAL PENCIL CO. ADDS DRAWING LEADS 
General Pencil Co., 67 Fleet St., Jersey City, N. J., 
has added Artist refill drawing leads to its well-known line 
of Kim-ber-ly drawing pencils. The Kim-ber-ly Artist 
drawing leads are in 14 degrees from 5B to 7H. The 
leads are accurately graded and attractively packaged. 


Send for our Price List on 


U. S. an Allied Flags 


Greatest demand in years for 
sets of flags and individual 
flags for business houses, 
lodges, churches, etc. Write 
for our illustrated catalogue 
and price list on U. S. and 
Allied flags, flag sets, service 
plaques, etc. Send for cata- 
logue today. 
Official SERVICE FLAGS 


Sizes for factories, schools, busi- 
ness firms, lodges, and homes. 
Ask today for our catalogue. 


REGALIA MFG. CO., Dept. T, Rock Island, Iil. 


June, 1943 5 OFFICE EQUIPMENT DIGEST 


For Purchasing Agents, Controllers, Office Managers 
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ERASO 


THE MOST EFFICIENT ERASER 


The far superior product giving perfect perform- 
ance. Made of VIPOL, this new product is now 
available for both pencil and pen and also type- 
writer. Retails for 5c and 10c—also ERASO GUM 
for artists and draftsmen of superior quality. 


5c TYPE 10c SIZE ERASO GUM 
2105 for pencil til0 for pencil 10c size 7310 
£205 for ink £210 for ink 


Order sample boxes of each today either direct or through 
your supplier. 


ERASO PRODUCTS COMPANY 


225 West 34th Street, New York, N. Y. 


: , 
| MONDEX 


One of the oustanding new year-round numbers 
in the Nascon Line is this vest pocket or purse 
size, wafer-thin, memo, calendar and address 
book, which includes a saddle leather case, 
twelve separately bound, perpetual monthly 
calendar fillers and a separately bound telephone 
and address filler. 


Send today for the new Nascon full - color 
catalog, and order now! 


NASCON AT-A-GLANCE PRODUCTS “0 Hast tend Street 


New York, N. ¥ 
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For Purchasing Agents, Controllers, Office Managers 


NEW FIBRE WASTEBASKET 
A new wastebasket made of fibreboard is now jp 
production according to an announcement made by F, F. 
Braun, Braun Mfg. Co., 92-50 60th Ave., Elmhurst 
L. 1, N.Y. : 
The new basket, to be called the Brawny, will have a 
double-rolled fibre top, fibre recess bottom, will be riveted, 
and will come in green and walnut colors. 


DO/MORE SALUTES WHITE COLLAR WORKER 


June Fortune contains an advertisement of the 
Do/More Chair Co., Inc., Elkhart, Ind., hailing the part 
of the office worker in the current production battle. 

Headed, “A Tribute to the White Collar Worker,” the 
advertisement has this to say regarding this useful Amer- 
ican: “Tributes to the war worker .. . the armed forces 
and individual heroes . . . but who recognizes the white 
collar worker for his full value? He’s an unsung hero of 
this war .. . and where would we be without him? 
Grinding long hours overtime because no one else knows 
how to do his job . . . working and worrying his heart 
out to help build better weapons . . . keeping materials 
coming in so production records can be broken .. . try- 
ing to keep up his work and at the same time fill out end- 
| less reports! He has a son in the service, gives blood to 
the Red Cross, is an Air Raid Warden and a scrap col- 
lector. . . . He gives time to community activities, buys 
War Bonds, pays a heavy income tax and is supposed to 
take care of increased expenses with a smile! .. . Nerves 
may be cracking, health breaking, hair greying, but he’s 
doing his job with every ounce of energy left in his system, 
... For he’s interested in America above all and the free- 
dom of life which is meant by the American way... 
We salute the white collar worker for his devotion to his 
job—to his country—and for the important part he is 
taking in earning the Victory.” 


a 


HOTCHKISS REMEMBERS! 


| Hotchkiss remembers Pearl Harbor. Our rapid produc- 
tion of a huge volume of material for all branches of 
the service is strong proof of this. 


But we also remember the dealer: remember the past 
years when his loyal support helped Hotchkiss to 
overcome the depression and to grow larger and 
stronger than ever. 


From the very beginning of priorities, Hotchkiss has 
been assisting its dealers to obtain the ratings neces 
sary to get shipments. Hotchkiss has not converted 
its entire production for war work. It has maintai 

a good portion of it for non military use, knowing that 
while not so spectacular, these uses are just as neces 
sary to war production. 


Also, Hotchkiss has carefully apportioned this produc- 
‘tion to ALL Hotchkiss dealers not simply to the largest 
buyers. The rule has been:—“Partial shipments to all 
rather than large shipments to a few.” Count on us for 
| this support and “when peace comes — expect 
things from Hotchkiss.” 


| HOTCHKISS NORWALK. CONN. 


“Pioneers in all that’s best in Stapling” 


June, 1943 
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CUTTING TIME/ 


TEMPO Film Stencils eliminate the nuisance 
of type-cleaning; save from 3 to 10 minutes 
cutting time by actual experience in large 
offices. TEMPO Film Stencils are first choice 
for efficiency because they give better dupli- 
cations at lower cost . . . save time, labor, 
repairs. 


Write for TEMPO’S Trial Offer 


MILO HARDING COMPANY 
435 W. Pico Bivd., Los Angeles, Cal. 
“ Commonwealth Ave., Pittsburgh, 

enn. 


June, 1943 


DRAWING MATERIALS 


—available for 
immediate delivery! 


Everything for the Drafting Room— 


4 Post Drafting Splines and Spline 
Tables W eights 
Drafting Boards, Protractors 
Stools and Horses Dyafting Machines 
T Squares Tracing Papers 
Triangles 
—and hundreds of essential drafting materials 


available from one of the largest stocks in the 
country. 


COMPLETE 
224-PAGE GENERAL CATALOGUE 


Write on your business 
stationery for your copy of 
this illustrated catalogue of 
Drafting Materials and 
Artists’ Supplies. 


The Department Store of Art Materials 


ARTHUR BROWN & BRO. 


67 West 44th St. New York, N. Y. 


WANTED | 


INVENTIONS 


Will pay $$$$ for them | 


* The manufacturing resources of PRESTO Products 
» have gone to war, but PRESTO will be back, better 
‘ than ever, for post war stationery store markets. 


We are planning new products to increase Station- 
ery and Office Supply store sales and help to extend 
further the popularity of the famous PRESTO Stapler 
and other PRESTO products. 


We prefer products that can be made of metal or 
plastic. Products must have universal consumer ap- 
peal and sell under $10.00. If YOU have an idea for 
such a new product, or an improved feature for 
an old product, write us describing the service it 
is designed to give. 


METAL SPECIALTIES MFG. CO. 
3208 CARROLL AVE. © CHICAGO, ILL. 


EEP PACE... 


COMMERCIAL USERS IN THE 
INCREASED DEMAND FOR 


MACO FOLDER ROLL LABELS 


ORDER NOW!!! 
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MORILLA ..<.#:.- 
DRAWING INSTRUMENTS 


AND 


DRAFTING § MATERIALS 


@ Drawing Sets 

@ Bow Compasses 
@ Beam Compasses 
@ Ruling Pens 


Sold by leading dealers @ Triangles 
everywhere; Used in @ Celluloid Curves 
every modern drafting oe 


voom. @ Parallel Rulers 

and a multitude of items 
essential in the drafting 
room. 


TECHNICAL PAPERS 


Tracing and Drawing papers of every description — in sheets, 
rolls, pads and blocks. 


ARTISTS’ MATERIALS 
Canvas Boards, Canvas, Colors, Easels, Brushes, etc., etc. 


DURA-SEAL (Formerly called ‘Cel-U-Seal"’) 


The original transparent, adhesive film for protecting and pre- 
serving maps, charts, documents, prints, etc. 


Catalogue and sample books on request. 


THE MORILLA co., 34-36 Cooper Square, N. Y. 


and adapted for use with open or closed type 
cylinder duplicators. It is uniform in quality, 
free flowing, quick drying. For use with cellu- 
lose or non-cellulose stencils. 


Available in: 
Y2-lb. round cans with wide mouth opening 

1-lb. round cans with wide mouth opening 
Y-Ib. round cans with narrow mouth opening 

1-Ib. round cans with narrow mouth opening 
'/2-lb. square cans, cone-shape spout opening 
1-1b. squore cons, cone-shape spout op 


ae 


Thrift-Quality 


@ A specially manufactured low-priced 
ink that produces clear and uniform 
copies. Thrift-Quality ink is adapted for use with open 
or closed type cylinder duplicators. May be used on all 
makes of duplicators and with any type of stencil. 


Furnished in 1-lb. round cans only 


Write for details. 


ceil 
SPEED-O-PRINT CORP. Chicago, Ill 


; ‘ 
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The Girl At the Switchboard 


(Continued from page 26) 

This time the purchasing agent got the information he 
wanted, and the Black & White Manufacturing Corpora- 
tion made a sale. 

Here’s another telephone conversation of a sort most of 
us have experienced at one time or another in calling an 
office : 

“Hello, I want to speak to Mr. Andrews, who is an agent 
with your company.” 

“Jeanne, Jeanne—where’s Andrews—the short one with 
the red face? Oh, yeah! Sorry, sir, he sin’t here any 
more.” 

“Has he left the company?” 

“Jeanne, where is Andrews? Some man is asking for 
him. I don’t know—some guy wants to know. Hello—guess 
he isn’t with us any more.” 

“Well, I think any agent will do then.” 

“Jeanne, are any of the agents around now? Oh, O. K. 
Sorry, no one’s around now.” 

There is no specific set of rules to give the telephone gir] 
because there is no specific way that people ask questions. 
She must be trained to anticipate any and every question 
having to do with the business. 

The girl at the switchboard should be given a general 
idea of the business before she ever answers the telephone. 

When she is first employed she should be conducted 
through the entire office or factory and have explained to 
her the general purpose of the business, the type of ac- 
tivity carried on, and what the organization is trying to do 
for its customers or clients. 

She should be introduced to the heads of departments, 
and told specifically of the working of each department. 

She should be given a complete list of the names of the 
(Turn to page 47) 
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V-Mail 10 25¢ 50¢ 
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MILITARY STATIONERY | 
Embossed—Die Engraved in Blue | 
FOR ALL BRANCHES OF SERVICE 


SOCIAL COLORED STATIONERY 


FANCY WEAVES @ BORDERED @ PLAIN VELLUMS 
_ Attractively BOXED , 


_ IMMEDIATE DELIVERY — 
; Write for information 


L. HYMAN & SONS 


162 Prince St. New York 12. N. Y. 


June, 1943 
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extends greetings and best wishes for 

a successful convention to all members 

of the National Typewriters & Office 
Machine Dealers Ass'n. 

Sherman was right—Business during war 
times is war too—win we will. When you must 
transmit a message many times to many people 
you want to have it clean, accurate and clear. 
Red Feather Stencils will do it for you better 
than any other method. They make possible 
haste without waste—use the Stencil that is 
carrying important messages to the military 
and business fronts all over the world — use 
them with Red Feather Inks, so expertly 
blended that none of the ingredients will ever 
separate or leave an oily drum. Try Red 
Feather Type Cleaner on your gasping type- 
writers and be sure errors in stencil cutting are 
accurately corrected by Red Feather Correction 
Fluid. 

Red Feather Products are proud that they 
passed their “physical” and are helping take 
the zing from Nazi guns and the yap from the 
Japs. 

Limited supplies are available for civilian 
use—immediate attention will be given your 
inquiry. 

RED FEATHER PRODUCTS, LTD. 
i831 Bush St. San Francisco. Calif. 


; DUPLICOPY 


= CLEANSING CREAM 


Removes Hectograph or 


Very little is required to clean the 
DIRTIEST HANDS! Removes all 
trace of ink, oil or grease stains 
INSTANTLY! Has a PLEASING 
AROMA and WILL NOT CHAP the 
hands! 


A proven hand cleaner 
that is a necessity to any 
person using a duplica- 
tor. Order in convenient 
6 oz. tubes or 1 Ib. cans. 
Write for prices. 


Mimeograph Stains in a Jiffy! 


\e 
- samP 


rr 


Try it yourself 


—see just how marvelously 
it works. Tell us whether 
you use liquid or gelatin 
machine. Pin this ad to your 


letterhead or write us. 


Manufacturers of supplies 


for 


gelatin and liquid duplicators. 


DUPLICOPY COMPANY 


224 WEST ILLINOIS STREET *® CHICAGO, ILLINOIS 


for DICTAPHONES ® EDIPHONES \ 


7), MARGIN 
FOR ERROR 


In this coordinated war 

everything must be expli- 

citly clear. When dictating 
cylinders are used, clarity in reproduction is 
vital. Standard tested Cylinders have proved 
themselves tops in clarity, strength and clean- 
cut grooving. Write for “The Voice of the 
Dictating Machine.” 


STANDARD 


RECORD COMPANY 


104-114 South Fourth Street, Brooklyn, N. Y. 
Cable Address: Stanrecord 


This systematic 
and protective 
filing method 
insures utmost 
safety for sten- 
cils, at low cost. 


via 
— FILE STENCILS 


TWO SIZES 
—for 50 and 


100 STENCILS 


for each stencil ete 


oo i —_ 


tion. 


Covers are 
of heavy blue 
a on stock; 
numbered; 
8 Lae binding en- 
ables book to lie 
flat at all times. 


Write today for 
descriptive circulars 


ol 


Sh echnygraph Ce 


TECHNY, ILLINOIS 


June, 1943 
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TRADE MARK REG. U.S.PAT. OFFICE. 
The Best 
By Every Test 


Photos Stay in Place with NuAce Mounting Corners 
You will find NuAce Mounting Corners ideal 
for mounting photos, clippings, stamps and 
V-Mail. NuAce Mounting corners are avail- 
able in ten colors PLUS the new Red, White, 
and Blue Victory mounting corners and Baby 
Pink and Baby Blue. Send |0c for package 
containing 100 mounting corners and free 
sample kit. 


ACE ART CO. 


PATENTED “S 


@ Three Sizes 
@ Regular junior, 


Senior 
@ in Black, White, 


Extraction Guaranteed with 
BERNARD 
STAPLE REMOVERS 


{~F ‘ 


Removes staples eas- 
ily. No broken finger- 
nails or torn paper. 
Send for catalog of 
Bernard tools. 
They give "MORE POWER TO YOU!” 


$ Gray.” Sepia. THE WM. SCHOLLHORN COMPANY 
@ Ivory, Gold, Stationery tool division 
5 GOULD STREET READING, MASS. * SH cium NEW HAVEN CONNECTICUT 


~ f 


THROW TYPEWRITER RIBBONS AWAY! 


SAV-A-RIBBON re-inks and reconditions old 
worn-out, dimmed ribbons: It increases life 
of new: Makes nice print, it keeps keys 
clean, works when you type, SAVES. Send 
your typewriter MAKE and NUMBER with 
$1.50 NOW to: 


SAV-A-RIBBON SALES 


R-1005, 617 So. Olive, Los Angeles 14, Cal. 


The quality line with consumer appeal. 


@ DRAFTING KITS @ DRAFTING TABLES 

@ PROTRACTORS @ STRAIGHT EDGES 

@ TRACING PAPERS @ SANDPAPER PENCIL POINTERS 
© LETTERING GUIDES @ INK-OUT 

@ ERASING SHIELDS ®@ ADHESIVES 

@ T-SQUARES @ TYPEWRITER CLEANERS 

@ TRIANGLES @ TYPEWRITER OIL 


@ TYPEWRITER KITS 


Prices and delivery dates on the above items will be 
gladly given upon request. 


CARDINELL CORPORATION 


MONTCLAIR NEW JERSEY, U. S. A. 


* * 


BUY MORE WAR 
BONDS AND 


* 


STAMPS 


“Keep em Flying” 


Doubles Phone Efficiency 


HOLD - THE - PHONE 


Both hands are free for making notes, handling 
papers, searching, figuring and smoking when cradle 
telephones are fitted with this resilient device. 


Easily at nd Speeds up long 
distance calla and adds to user’s eomfort. 


in on the popularity of this 
much needed utility without de- 


cause it permi real ‘“‘two- 
fisted"’ telephoning. Retails 60c. 


Distributed by Bainbridge, 
Kimpton & Haupt, Inc. 
218 Greenwich St., 
New York City 


HOLD-THE-PHONE ee ae 


? 
. Sy 4 
Oates ' 
RITE-RITE MFG. CO. + DOWNERS GROVE, ILL. 


SUBSIDIARY OF JOSEPH DIXON CRUCIBLE COMPANY 
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FILL IN... TEAR OUT... AND MAIL 


COUPON 


ELLINGS WORTH MFG. CO. 
200 SOUTH PEORIA ST. * CHICAGO 


Send us a set of FREE SAMPLES of your line of 
Loose Leaf Covers, including the “Duo-Tang” with its 
built-in fasteners and eyelets. No obligation. 


Firm i 
By Title 

Address | 
 — oe a 
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(Continued from page 44) 
entire. personnel, with the major positions starred (prob- 
ably in chart form if the employees are many). 

She should be given an alphabetical list of the company’s 
tradenames or brand names, and another list of their 
general products. 

She should be encouraged to familiarize herself with 
these lists and to ask questions about the business. 

Only when she and her employer feel that she is really 
qualified to handle the telephones intelligently should she 
be allowed to take over at the board. Check calls should 
be given her from time to time and her mistakes explained. 

She must be made to realize her importance in the or- 
ganization. From the first call in the morning until the 
last at night she must think. This essential member of 
your staff is not paid just to watch the lights or push in 
a plug—these mechanics are a small part of her work. 


“a She is paid to think—out loud, - a 
2 Keep Office Conservation Alive RIPTITE j 
(Continued from page 28) G 
Your study will reveal machines that are only being used BAND S 
a portion of the day, and others that are too large for the 
job they are on. One machine now on one job might do The Wartime Successor 
more on another. Call on your local office equipment com- 
pany’s representative—let him review what you have. to Rubber Bands 
No doubt that he can show you how to get more out of GRIPTITE Bands are a definite need in 
what you have. <a ages Tees: 
‘ They are easily applied; quickly removed. 
If you need a desk or a table, see how many of the They hold papers such as cancelled checks 
officials of your company have a desk and a table, or per- deeds, mortgages, insurance policies 
? ° : vouchers, and other documents neatly 
haps two tables in their offices. They really only need one compressed. 
—so sell them on conservation. Some clerks now using They are manufactured in 14 lengths— ’ ; : 
: . 6" to 54” long. Order from your Stationer or ‘* 
desks can operate just as efficiently at a table. P : cere write direct for sample and 
b ¢ r— They can be used over and over agein. Poless 
In those same executive offices there are plenty of visi- 
_| tors’ chairs. Initiate a plan of moving them from office ROCHESTER WIRE-O BINDING co. 


to office, and putting them all to work. 108 MILL STREET ROCHESTER, N. Y. 
With regard to dictating machines and supplies—do you 

have a number of correspondents who dictate only a few 

letters at a time, and not only tie up the full time of a DESK and DOOR NAME PLATES 

machine but waste large portions of perfectly good cylin- } 

ders? | 


If you have, get them to co-operate by scheduling their : brs ; : ’ 
dictation for definite periods of the day, and move the ca Ls ETH ‘ 


machine around to accommodate two or more persons. 
Have you tried using half-size cylinders? Mr. Caton de- 
scribes how their tool room made up a cutting gadget 


PRESIENT =| 


which is held against the center of a full-sized cylinder as Made on genuine mahogany, walnut or oak stands, embossed 
it revolves on the shaving machine, and cuts the cylinder in gold or white lettering, with beveled plate glass top. 
cleanly in half. This same gadget might also be used to Outstanding, practical and economical. 

cut off cracked and chipped cylinders so as to conserve Stand and plate glass are always valuable, as 
the portion that is perfectly good. the name can be changed at a very small cost. 


To save filing space, have you looked into the possibility ae SOD RS ENN: Ee Se 


of transferring a lot of relatively inactive material to FAME NAME PLATE AND PRINTING CO. 
inexpensive transfer file boxes? 10 West 47th St., New York 19, N. Y. (Room 304) 


Our English friends, who were faced with a problem of 
conservation long before it even occurred to us, have 
evolved a five-part slogan, applicable to office workers, 
which is well worth repeating: 


1. Do not use at all. 
Use as little as possible. 
Use as well as possible. 
Use again. 
Salvage the remainder. 
Remember, even after the war is over it is going to 
take many months to convert our plants back to peace- 


ma production, and probably many more months before a Filing Supplies ¢ Loose Leaf Covers a 
te actual new units appear on the market. So conserve! J» + a4: - : 

_ Paper Specialties * Office Equipment 
ROYAL ANNOUNCES WAR CONTRACTS _ Originators of Modern Indexing 


The acquisition by the Royal Typewriter Co. of im- AMBERG FILE & INDEX co. 
“ . 


portant war contracts with the United Aircraft Corpora- 
tion has been announced by E. C. Faustmann, president. 1617 Duane Blvd. Kankakee, III. 


ote ge be 
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Something Fhe 


\' | from something used. Thats 
_ Universal method of buy- 
ing. ge and selling 
OFFICE EQUIPMENT. Known 
brands, popular models, 
great buys 
_yisitte RECORDS 


[| E MaRS sete CrLELYING 
, —_ ER CASES 
OWVERSAL oFFICe MACHINES Etc. 
OFFICE EQUIPMENT 
COMPANY INCORPORATED 
561 Broadway, New York City 


We can make immediate 
shipment of 


NUTYPE 


TYPEWRITER 
TYPE CLEANSER 


always a large stock on hand 
- . no priority necessary, 
Order some today. 


Walter G. Gies Company 


Manufacturers 


WORKING FOR 
MORE OUTPUT. 
PER TYPIST 


Busy with War work, we still 

supply parts and service, to 

speed your typing. 

THE DAWN MFG. CORP. 
DIVISION OF THE 


HALL-WELTER CO., in ROCHESTER, N. Y. 


Crownsville, Maryland 


REMINGTON 
ACCOUNTING MACHINES 

Model 20, 21, 23 and 25 
Model 80, 81, 83 and 85 | 


All size carriages. 
Back and front feed. 
Large assortment of totalizers. 


Reconditioned and Rebuilt by our Master mechan- 
ics. Limited quantities available. 


Priced right. 


INTERNATIONAL 
OFFICE APPLIANCES, INC. 
326 BROADWAY NEW YORK, N. Y. 


We Still Have Some .. . 


REBUILT MONROE CALCULATORS 
. . . For Wholesale 
ALSO Our Regular Merchandise . . . 


— Such As — 


Addressograph — Elliott Machi & S 

Mimeograph — Multigraph Machines & a 
Kardex — Acme — Rand Visible Cabinets 

Dictaphone — Ediphone Machines & Records 

Sealing — Opening — Stamping — Folding Machines 


MAILERS SERVICE & EQUIPMENT CO. 


40 W. I5th St. (Mailers Bidg.) New York City 
Cable: MAILSERV, N. Y. 


HEKTOGRAPH REFILL a 


RENEWS ANY PAN-TYPE 
GELATIN DUPLICATOR 


Salisties! 
7 ae conve RATION - CHICAGO 
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A DISTINCTLY 


iL DIFFERENT 
| MASTER UNIT 


FASTER, always 
MASTER UN ITS ready to use without 
finding or assembling 
carbons and master sheets. EASIER and CLEANER for operators. 
PERFECT REGISTER and BETTER REPRODUCTION of all work 
on ALL SPIRIT DUPLICATORS. MORE ECONOMICAL than 
using loose sheets. Keeps hands and Typewriters Clean. 
PRINTED UNITS: We 
can print your own 
special forms on FAC- 
SIMILE MASTER UNITS, 
saving you time and 
printing costs. 


The high quality fluid 


fre." Mare” copes pa DUPLICATING PAPERS, INC: 


133 West [9th St New York N Y 


EXTRA COPIES when you do it the | 
WRITE WAY! 


More copies from each carbon . 
longer wear from each ribbon . 

if it’s WRITE! For WRITE ar: 
bon papers and inked rbbons 
give clean. clear, lasting impres- 
sions . . . of guaranteed uniform 
character. 


Choose the ribbon or carbon spe- 
cially designed for your type 
writer and your job! 


Send for free samples and com- 
plete catalogue of prices today. 


WRITE 


INCORPORATED 
420 Lexington Ave., New York, N. Y. @ Factory: Bridgeport, Conn. 
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In war time things are Topsy-turvy. Most 
business concerns must do the opposite 
of what they do in peace times. 


Makers of metal goods now have but one 
customer—directly or indirectly—the U.S. 
Government—for metals are war mate- 
tials. Our old peace time customers just 
cannot be served—except on war con- 
tracts—and even then we sometimes can- 
not make prompt deliveries. 


During peace times we make thousands 
of calls both personally and thru adver- 
tising, to foster your friendship and pat- 
ronage. 


During the emergency we are keeping in 
touch with you by mail and advertising— 
have tried to keep you posted on war 
time procedures and explain to you our 
position in the trade. 


There are no priorities on friendship and 
good will and we shall continue contact 
with you until we can again serve you 
freely with merchandise. 


May that time soon become a reality. 


“Fasten Things Together” 
with Neva-Clog Stapling Pliers 


* 


Model J-30 is light in weight. yet rugged. Requires but little 
space and can be put into desk drawer or pocket when not 
in use. Indispensable for vertical filing or for attaching ma- 
terial to a permanent card. Uses DJ340 NEVA-CLOG Staples. 


For heavy duty and for fastening of tough materials, this 
machine uses a broad flat staple. Fastens such materials as 
fibre, softwood baskets, veneer wood, leather and belting. 
Used for sealing heavy paper or cloth bags, packages of cor- 
rugated board, and similar difficult operations. Powerful lev- 
erge, durable, fool-proof. Staples used: NEVA-CLOG B-%,. 


A rugged, powerful Stapling Machine with 4 to 1 leverage. 
Particularly designed for production work and hard usage, 
but can be used for any stapling operation within its capac- 
ity. Clog-proof so that it will give constant production. 
Uses NEVA-CLOG A-1000 or L-1000 Staples. 
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What a break for war expanded industries the 
“Y and E~ Direct Name System is. Here is a 
system that will meet any change in their busi- 
ness (many companies today are making prod- 
ucts that they never even heard of six months 
ago) and that even the greenest: help can 


operate. 
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When you buy the Direct Name System, you 
buy a permanent solution to your filing problem 
... regardless of what it is. Besides the Direet 
Name Alphabetic System which meets the 
majority of filing and finding needs, we offer 
our standard Direct Alphabetic Geographie 
System. Direct Alphabetic Subject System, 
Direct Number Filing System and Direct Subject 
Filing System. These enable you to solve your 
own filing problems with a system tailored to 
your own special needs at standard prices, 
Systems range in size from 25 to 10,000 sub. 
divisions. . 

Backing each Direct Name sale is our famous 
system division whose system knowledge enables 
you to solve any systems problem that may arise, 


oT. ; 
mM - Aa-B2 ea ; 
Pr j 
oo ie 


ae File Really 
a 


a4, POCKET SIZE DIE CUT DIRECT 


NAME DEMONSTRATOR 


This ingenious unit enables you to 
visualize all parts of a Direct Name 
System. It gives a clear picture of all 
the many advantages of this system and 
is a great help whether you have had 
much or litthe experience with direct 
name systems. 
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